DO^DHBHT BBSUBE 



ED 126 776 



HE 007 457 



TITLE 

INSTITUTION 
PUB DATE 
NOTE .> 

EDRS PRICE 
DESCRIPTORS 



IDENTIFIERS 



Handbook for Pacalty and Staff of Eastern Montana, 
College. 

Eastern Hontana Coll. , Billings.' 

[75] , ' 

192p. 

HP- $0.83 HC-$10.03 Plus Postage. 
Academic Standards; Administrative Organization; 
Administrative Personnel; ♦Administrative Policy; 
Administrator Responsibility; Ancillary Services; 
Budgets; ♦College Faculty; Committees; Educational 
Philosophy; Educatibnal Policy; Faculty 
Organizations; .♦Higher Education; Instrnctional 
Programs; *P'erspnnel Policy; ♦State Colleges; Teacher 
Responsibility ' ' - 

Eastern Montana College; ♦Faculty Handbooks 



ABSTRACT © * 

Eastern Hontana College is^a comprehensive state 
college^ gjhe taculty handbook discusses: (1) organization and 
administration of ^tHe college^ (2) responsiJ)ilities, of adipinistrative 
officers and faculty advisors; (3) committee composition a^d 
function; (4) faculty organization and- regulations*; (5) academic^ 
regulations; (6) campus polipi^s; and (7) business procedures. Topics 
include: equal opportunity^ policy^ the fa-ctflty senate^ and budget 
contrdl. (KE) . , s 



♦ Documents acquired by ERIC incl 

♦ materials not availab^le from other 

♦ to obtain the best copy available. 

♦ reproducibility are often encounter 
'•^ of the ' microfiche and, hardcopy repr 

♦ via the ERIC Document, Reproduction? 

♦ responsible for the quality of the 

♦ supplied by EDRS are the best that 

:9( 3^ :^ 4i :$t 4e Si: 3^ :^ :^ :^ 4: :^ :4i 3^ * * 4: :4( * 4: « « ^ 



ude many informal unpjablished ♦ 
sources. ERIC makes every effort 
Nevertheless^ items^ of margi'lial 
edv^and^this affects the quality 
oductions ERIC makes available 
Service (EDRS) . EDBS is not 
original document. Re{)roductions 
can be made from the driginal. 




USOEPART^EKTOF HEALTH 
EOUCAtlON ttWELFAtE , 
NATIONAL INST. TUT6 OF 

eoucationS 



lERLC ] 



srwaP I "Nik I i^IO^a SENT Of f " ^ , * ^ - w P'M - 

*<5 



CONTENTS \ 

1000 SERIES , • ^ ' 

CHAPTER I - ORGANIZATION AND ADMINISTRATION OF THE COLLEGE 

1001 CHART OF ADMINISTRATION (Revision August, 1975) ' 

1002 ^^ / INSTITUTIONAL PURPOSES 

1003 ACCREDITATION " 

1004 LEGAL BASIS FOR GENERAL ADMINKTRATION 

1005 BILL OF RIGHTS 

1006 EQUAL OPPORTUNITY POLICY 

2000 SERIES 

• CHAPTER II - RESPONSIBILITIES OF ADMINISTRATIVE OFFICERS 
' AND FACULTY ADVISERS 

2001 RESFONSIBILITIES OF THE PRESIDENT • 

2002. RESPONSIBILITIES DELEGATED' TO THE COLLEGE FACULTY 

<9 

2003 OFFICIALS TO. ACT. IN PLACE OF THE PRESIDENT 

■■ • . • ■■ " 

2004 RESPONSIBILITIES OF THE ACADllMIC VICE PRESIDENT AND 
DEAN OF FACULTY . * ' " 

2005 RkSPONSBILITIES OF ACADEMIC DEANS - ' 

2006 RESPONSIBILITIES OF DIVISIONAL CHAIRPERSONS 

2007 RESPONSIBILITIES OF DEPARTMENT HEADS (Revision September, 1975) 

2008 RESPONSIBILITIES OF THE LIBRARL\N/DIRECTOR OF 
INSTRUCTIONAL MEDIA . . 

2009 RESPONSIBILITIES QV THE REGISTRAR 



\ ..: 



(Contents - continued, 2) 



\ 



2010 . RESPONSIBILITiES.OF THE BUSINESS MANAGER 

* \ 

2011 ' RESPONSIBILITIESvOF THE CONTROLLER 

201^ Responsibilities Op the director of comrjteR . 

SERVICES . 

2013 RESPONSIBfUTIES Of\tHE DIRECTOR OF THE PHYSICAL 
. - PLANT ■ \ 

2014 RESPONSIBILITIES OF ^THE DEAN OF STUDENTS 

2015 RESPONSIBILITIES OF f HE DIRECTOR. OF ADMISSIONS 

2016 RES*^PONSIBILITIBS OF tIhE- DIRECTOR OF The STUDENT 
' UNIpN & STUDENT ACTIVITIES 

2017 ' RESPONSIBILITIES OF THE DIRECTOR OF HOUSING 

i ^ - " •■. 

2018 "^R^SPONSlBILITiES-OF THE DIRECTOR OF THE PLACEMENT " ' 

OFFICE • • • - 

■2019 RES^SIbILITIE^ OF THE DIRECTOR OF THE STUDENT 

DEVEt^OPMENT CENTER 

* * ^ 

2020 RESPONSIBILITIES OF THE DIRECTOR OF THE STUDENT 
HEALTH CENTER , - . 

2021 RESPONSIBILITIES OF ^^HE DIRECTOR OF FINANCIAL AID \ 

2022 , UNASSIGNED , „ , 

2023 RESPONSIBILITIES OF' THE DIRECTOR OF INFORMATION 

2024 RESPONSIBILITIES OF THE DIRECTOR OF' ATHLETICS 

2025 RESPONSIBILITIES OF THE DIRECTOR OF CONTINUING 
EDUCATION 

2026 RESPONSIBILITIES OF THE COORDINATOR OF AFFIRMATIVE ^ 
ACTION^ 

2027 " ' RESPONSmrLITLES OF THE COORDINATOR OF STUDENT 

TEACHING (Revision September, 1975) 

2040 ASSIGNMENT AND RESPONSIBILITIES OF ADVISERS 

■ . 4 



\ 



ERIC 



ERIC 



(Contents - continued, p. 3) . 

♦ 

3000 SERI-ES ■■ ' 
CHAPTER m - COMMITTEE COMPOSITION AND FUfcTION * 

3001 GJPNERAL POLICY ON COMMITTEES 

3002 ACADEMIC COUNCIL** 

3003 ADMINISTRATIVE COUNCIL 

3004 COMMITTEE ON ADMISSIONS 

3005 • CplMITTEE ON CONTINUING EDUCATION 

3006 COMMITTEE ON ATHLETICS . » 

3007 ^ COMMITTEE ON COMMENCEMENT 

3008 COMMITTEE ON COMPUTER UTILIZATION (Revision September, 1975) 

3009 UNASSIGNED- . , • 

3010 DISCIPLINARY COMMITTEES N 

3010 -1. 440NOR CQDE COMMITTEE ' . . , 
3010-11. STUDENT AFFAIRS COMMITTEE ' * ' _ 

3011 COMMITTEE ON FINANCIAL XlD . . ' 

3012 COMMITTEE ON GRADUATE STUDIES 

3013 COMMITTEE ON INDIAN EDUCATION 

\ 

3014 COMMITTEE ON INTERNATIONAL EDUCATION 

3015 ■ LIBRARY COMMITTEE ' - " 

3016 COMMITTEE ON OPERATIONS ^ ^ 

V^- 3017 COMMITTEE ON RANK ANT) TENURE (Revision September." 1975) 

3017.1 DETERMINING YEARS OF COLLEGE TEACHING OR EQUIVALENT (Addition 

A ' September, 1975) 

.1018 COMMITTEE QN REGISTRATION AND, ORIENTATION \ 

3019 ■ SCHOLARSHIP REQUIREMENTS COMMITTEE ' 
O . 3020 TE^^CHER EDUCATION COMMITTEE (Revision September, 1975) . 



5 



(dontents - continued, p. 4) 



4000 SERIES 

• CHAPTER rV - THE FACULTY ORGANIZATION AND REGUIIATIONS 
4001 FACULTY COUNCIL 

4082 FACULTY SERVICE COMMITTEE . 

4003 FACUI^ SENATE ' ' 6 

4004 - 1. FACULTY - CONTRACTS 

4004 - 11. -AVAILABILITY OF FUNDS ' ' 

4004 - 2. FACULTY -.CONTRACT WITH UNIT 

4004 - 3. FACULTY - WAIVER, OF FJEES 

4004 - 4. FACULTY - NOTICE OF NON-REAPPOINTMENJ 

4004 - 5. FACULTY - VACATION LEAVE - 12 MONTH 

(8th QUARTER LEAVE) . : ' 



*40^ 


- 6. 


FACULTY 


- LEAVES OF ABSENCE 


4004 


- 7. 


FACULTY 


- LEAVE POLICY - MONTANA UNIVERSITY SYSTEM 

• 


4004 


- 8. 


FACULTY 


- POUTICAL OFFICES 










4004 


- 9. 


FACULTY 


- APPOINTMENTS 


4004 


-\o. 


. FACULTY 


- CANDIDATE' FROM SCHOOL DISTRICT #2 


4004 


- im 


FACULTY 


- CONSULTING SERVICES - REGENTS POLICY 


4004 


-111- 


facultV 


- PROFESSIONAL SERVICES - EASTERN'S 






POLICY 




4004 


- 112 


FORM REQUEST FOR APPROVAL OF PROFESSIONAL 






SERVICES 




4004 


- 12. 


FACULTY 


- COMMENCEMENT ADDRESSES 



ERIC 



4004 - 13. FACULTY - EMPLOYMENT OF NEW ACADEMIC PERSONNEL 
4004 - 14. FACULTY - EMPLOYMENT AFTER AGE 65 (Revision Septembei:, 1975) 
4004 - 1^. FACULTY - TEACHER RETIREMENT SYSTEM 

G 



(Contents - continued, p. 5) 

4004 - 16. FACULTY - ATTENDANCE AT FACULTY MEETINGS 

AND ORIENrXTION/REGISTRATION PERIODS 

4005 . GRADUATE FACULTY 

4006 GRADUATE PROGRAM POLICIES 



5000 SERIES 

CHAPTfclR V - ACADEMIC REGULATIONS 

5001 - 1. REGENTS POLICY REGARDING CONTINUING 

EDUCATION, EXTENSION AND SUMMER SESSION 

r 

5001 - 2. CONTINUING EDUCATION - EASTERN MONTANA 

COLLEGE POLICY 

5002 - STUDENT DEVELOPMENT CENTER 
5003. COURSE NUMBERING 

5004 ^OURSE CONTENT AND READINQ 

5005 COURSE CHANGES 

5006 ' CURRICULUM CALENDAR 

5007 MILES COMMUNITY COLLEGE 

5008 GRAX)E CHANGES ^ 

5009 EXAMINATION PROCEDURES ■ 

5010 BUILDING NAMES * 
501 lu. OMBUDSPERSON ' . 
5012 FACULTY ELECTIONS 



/ . 



5013 EASTERN CAMPU* SCHOOL 

5014 THE READING CLINIC 

5015 ATTRACTING NEW STUDENTS ^ 



i 



(Contents - continued/ p. 6) . 

5016 . RAFFLES 

5017 RESEARCH 

i • 

5018 ^; TFfE RETORT - POLICY STATEMENT 
5Q19 SUPERVISING TEACHERS 

* * ' . 

5020 ■ STUDENT PROGRAMS ABROAD ' 

M . - ' 

5021 _ :.' CLASS ABSENCES , ' 

]'■!•■■ . ' ■ 

5022 ^ GUIDELINES FO^ SUBMITTING EMC GRANT PROPOSALS^ 

5023 - 1. SUMMER SESSION - GENERAL STATEMENT 

5023 -J2. SUMMER SESSION - SALARIES ' 

5024 ^ 1. OFF CAMPUS WORK FOR RESIDENT CREDIT - 
!•■ REGENTS' POLICY ' 

i ■ . * . • • • • 

502^ - 2. OFF CAMPUS WORK FOR RESIDENT CREDIT - 
■ . REGENTS' GUIDELINES 



' 5025 CHARTER FLIGHT POLICY 



6000 SERIES • . 

CHAPTER VI - CAMPUS POLICIES 
6001.0 SPEAKERS POLICY - PREAMBLE AJ^D PHlLOSpPHY 
6001.' 1 SPEAKERS POLICY - ^GULAR COLLEGE CLASSES 
6001. 2 speakers' POLICY - FACULTY ORGANIZATIONS 
6001. 3 SPEAKERS POLI^ - STUDENT ORGANIZATIONS 



606i. 4 SPEAKERS POLICp^OFFICIAL SPONSORSHIP BY 
EASTERN MONTANA COLLEGE 

6001. 5 SPEAKERS POLICY - OFFICIAL SPONSORShnP^Y 

ASSOCIATED STUDENTS 

6002. 0 COORDINATION OF EVENTS - GENERAL POLICY 



(Contents • contlijjied/ p/' 7) ( 

., ■- ■ ; ; ' /i i 

6002. 1 - COORDINATIpN EY^NTS - CAMPUS FACILITIES 
REQUEST FORMlCFR) - PURPOSE , ' ' 

6002. 2 COORDINiCnON OF EVENTS - RESPONSIBILITIES 
OF THEvtoORDINATOR . 

, \ 

2. 3 COORDINATION OF EVENTS - PROCEDURES WITH 
ON -CAMPUS SPONSORS " 



6002. 4 ■ COQRDINATION OF EVENTS - PROCEDURES WITH 
OFF -CAMPUS SPONSORS 

6002. 5 COORDINATION OF EVENTS - RENTAL FEES ^ 

6002. 6 COORDINATlbN OF EVENTS - FOOD SERVICE ^ 

6002. 7 . COORD^ATION OF EVENTS - tWSICAL EDUCATION 
^ BUILDING . 

6002. 8 - COORDINATION OF- EVENTS - PETRO^HEATRE 

' I 

6003 EMPLOYMENT OF RELATIVES (Addition September. 1975) 

'i s . ' - ^ 

7000 StoES . . 

CHAPTER VII - BUSINESS PROCEDURES 

7001 BUSINESS PROCEDURES - ^EAMBL IE 

7002 ' BUSINESS PROCEDURES - ADMINISTRATION " ' • 
7003. 1 BUDGET CONTROL - BUDGETING DEFINED 

7003. 2 BUDGET CONTROL - BUDGET PREPARATION 

7003. 3 fiUDGET CONtROL - NEW PROJECTS / 

7003.4 BUDGET CONTROL - RECORD KEEPING- . 
7003. 5 BUDGET, CONTROL - CAPITAL EQUIPMENT 
7003.6 BUDGET CONTROL - SALARY SAVINGS 

7003. 7 BUDGET CONTROL - BUDGET tHANGES ^ 



/ 

/ 



ERIC 



^Contents - continued, p. 8) 



7004 CENTREX • i 

7005 MAIL CENTER 

7006 MAINTENANCE SERVICE 

7007 MEMBERSHIPSv 

7008 PURCHASING PROCEDURES. 

7009 ' • . REPR0l5uCTI0N OF WRITTEN COPY * ^ 

7010 SALES '«QN CAMPUS , 

7011. 1 SECURITY AND SAJ^ITY - STATEMENT OF POLICY 

7011. 2 SECURITY ^ND SAFETY - LAW ENFORCEMENT 

t 

7011.3 SECURITY. AND -SAFETY - FIRE 

• * 

7011^4 SECURITY AND SAFETY - SMOKING 

7011.5 SECURITY AND SAFETY - BUILDINGS 

t 

7011.6 SECURITY AND SAFETY - JRAFFIC AND PARKING ON CAMPUS 

7011.7 SECURITY AND SAFETY - LOST AND FOUND - , ' 

7012. 1 itAVEL - GENERAL GUIDELINES 

7012.2 TRAVEL - AUTHORIZTATION V- 

7012.3 TRAVEL - METHODS OF TRAVEL 

7012. 4 TRAVEL - REIMBlJRSEMENT OF EXPENSES 

7012. 5 TRAVEL - ADVANCE PAYMENTS ' 

7012.6 . TPS^VEL - EXPENSES FOR CA(C)ir)ATES 

7012. 7 TRAVEL - REIMBURSEMENT FOR STUDENT RELATED 
ACTIVITIES 

10 \ 



i5 



\ 
V 



I 



^ 



1 



4 



\ 



1000 Seriest 



CHAPTER I 



\ 

ORGANIZATION AND ADMINISTRATION 
OF THE COLLEGE 



\ . 
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1002 - INSTITUTIONAL PURPOSES . , , 

. — ■ — 5 : — ■■ — — * 

V Eastern Montana College is a comprehensive state college.. We 
offer academic progxanjs in general education, liberal arts and sciences, ^ , 
under -graduates and graduate teacher education, and professional and » 
voi^ational preparation, t^ality instruction of students as well as grobiotion 
"of scholarly interest of both students and faculty are primary purposes of 
Eastern Montana College. " < . \^ ^ - 

V '-The underlying principle of the institution is a^commitment to the ' 
yalue of lifelong learning. ^The continuing education program gives the 
student an opportunity to learn the newest developments in his; field of 
study and e^lore newly; emerging areas of interest and concern.. In 
addition to education for necessary employnient. skills, the College fosters 
the: study 5f mankiijd - his dreams, abilities, values; environment, and 
limitations^ ' < 

Eastern Montana College introduces ^ students to the wisdom and 
skills of man's cultures and helps students cxeate culture beyond' what . 
already exists; The College aims for flexibility in progranis and learning * 
experiences which have been derived throii^h communication among 
students, f-acufty and administration. All itierribers of the campus comijiimity 
are encouraged to provide public service through responsible, creative 
application of scholarship and knowledge to society's affairs, and problems. 



1003 - ACCREDITATION ^ . . 

' : ♦ « • 

X * 

Eastern Montana College is accredited by the Northwest 
Association of Secondary and Higher Schools, and by the National 
Council for the Accreditation of Teacher Education. 
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1004 - GENEK^t A DMINISTRATION OF THE. COLLEGE •• - 

. ■ k . ; • 

The Board of Regents of vHigh^' Education is^ested with govern-. - 
ment and control of the Montana .University System by Article X, Section 9 
(2) of the Montana Constitution.. The Regents have . . fUH power, 
respon'feibility and authority to supervise, coordinate, manage and con- 
trol the Montana Univksity System and shall supervise and co- \ 
ordijiate other public educationalinstltutions assigned^ by law." 

]^ addition to its constitutional mandate^ the Bodrd of Regents haST . 
spedifi'o statutory power^s and duties which are enumerated by Section^^ ^ X 

^ " of Monta na, 1947. \ 



74-8501, 75-8503 and 75-8504, Revised Codes" of Montana , 1947. 



Iii discharging its constitutional and stautqry obligations to 
govern the Montana University System; the Board of Regents issues 
rules and regulations" in the form of policy itebs. 

These policy statements are the operative guidelines which direct' 
and control opa^ons of the institutions within the Montana' Univey^ity 
System. • " 
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tOOb ^ A BILL OF RIGHTS AND RESPONSIBILITIES FOR MEMBERS OF THE 
~~' INSTITUTION: FACULTY, STUDENTS, ADMINISTRAtoRS AND STAFF 

Preamble ' ^ . ^ ' 

^ Members of the campus have an obligation to fulfill the responsibilities 
incumbent upo^ all citizens, as well as the respon'sibilitie&vOf their 
particular roles within the academic community. All members share ^ 
the obligation to respeot: t / 

The fundamental rights of. others as citizens. . 

The rights of others based upon the-nature of the educational process. 

The rights of the .institution. 

The rights of members to fair and equitable procedures for determining 
when and upon whom penalties for violation of campus regulations should 
be imposed. ^ , 

U J^s citizens, members of the campus enjoy the same basic rights and 
are bound by the same responsibilities to respect the rights of others, 
as are all citizens, ^ 

. Among the basic^rights are freedom of speech; freedom of press; 
freedom of peaceful assembly and association; freedom of political ^ 
beliefs; and freedom from personal force and violence, threats of 
violence, and pier sonal abuse. 

Freedom of prpss implies the right to freedom ffom censorship in 
campus newspapers and other media, and the concomitant obligation 
to adhere to the canons of responsible journalism. 

It should be pade clear in writings or broadcasts that editorial 
• opinions are not r^cessarily those of the institution orbits meinbers. 

The "campus is not a sanctuary from the general law,| 

The campus does not stand in loco parentis for its members, 

1 ■ ' 

* Each member 6i tin^ campus has the right. ;o organize his or her own 
personal life and behavior, so long as it does not violate the> law or 
agreements volimtarily entered into, and does not interfere with the 
rights of others or the educational process. ^ 

Admission to, employment by, and promotion within the campu9 shall 
accord with the provisions against discrmiination in the general law. 
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2. Ail members of the campus have other responsibilities and rights 
based upon the nature of tR^ educational procesS and the require- 
ments of the search for truth and its free presentation. These 
rights and responsibilities include: 

Obligation to respect the freedom to teach, to learn, arid to conduct ^ 
research and publish findings in the spirit of free ihquiry. - 

In^itutional censorship and individual or group intolerance of the * * 
' opinions of others are inconsistent with- this freedom. " ^ 

Freedom to te'^Brt^and to learn itnplies that the teacher has the 
/ right to determine the specil^c content" of his coi^se, within the 
established coUrse definition, and the responsibility not to. depart 
significantly from his area of compet'ence or to div-ert significant 
time material extraneous to the subject matter of his course. 

Free inquijry implies that ( except unc^x conditions of national . 
emergency ) no researclj, the results of which are secret, is to- ^ 
be conducted on a campus. 

Obligation not to interfere with the freedom of members of a 
campus to pursue normal academic and administrative activities, 
including freedom of movement. , 

Obligation not to^ infringe upon the right of all members of a 
campus to privacy in offices, laboratories, and dormitory rooms 
and in the keeping of personal papers, confidential records and 
effects,^ subject only to the general law and to conditions volimtarily 
entered into. 

Campus records on its members, or former member^, should 
contain only information which is reasonably related to the ed- 
ucational purposes or safety of the cartipus and may not be re- 
leased to anyone except ^^^ith the prior written, consent of the 
individual involved; 

Ctoligation not to interfere with any member's freedom to hear 
and to study unpopular and controversial views on intellectual 
and public issues. 

Right to identify oneself as a member of the campus and.a con- 
current obligation^not to speak or act on behalf of the institution 
without authorization. 

Right to hold public meetings in which members patticipate, to 
post notices, and to^ngage in peacefuj^ orderly demonstrations. 

IG 



(1005 - continued, p* 3) ' 

Reasonable and impartially applied rules desig^d to reflect the ed- < 
ucationat purposes of the institution and to .protect the safety of the 
campus shall be established regulating timer place, and manner of 
such activities 'and allocating the use of4apilities, ^ 

Right to recourse if another membjer of the campus is negligent or ' ^ 
irresponsible in performance of hig or her responsibilities or if 
^ another member of the caftipus represents the work- of others as 
his or her^oyra. - . . ^ 

Right to be heard and considered at appropriate levels^of the decision - 
* making* process aboijt basic matters of direct conceruo 

Members of the campus who haye a continuing^ association withv£t}£j) 
• ' . ' institution, and who have substantial authority and security «have an" 
- especially sttong obligation to maintain an environment conducive tp 
respect for the rights of'bthers^d fulfillment of academic responsibilities. 

Tenured faculty should maintain the highest standards in performance 
o^ their academic responsibilitieso ^ ' 

■ • 

•3. The institution, and any division or agency which exercises direct or 
y delegated authority for t&e institution, has rights and responsibilities 

/ . of its own, T'he rights and responsibilities of the institution includ^ ,, 

Right and- obligation to provide an open forum for membejs of the cam- 
pus to present and debate public issueso' 

Right to prohibit individuals and groups who are not members of the 
campus from using its name,, it^ linapces, and its physical and^ ^ 
operating facilities for commercial or political activitieso 

Ri§ht and obligation to provide for members of the campus the use of 
meeting rooms under the rules of the campus, including use for political: 
purposes such as meetings of political clubs; to prohibit use of its rooms 
on a regular or prolonged basis by individual members or^groups of mem- 
bers as free headquarters for political campaigns; and to prohibit use of 
it^ name, its finances, and its office equipment and supplies for any 
political purpose at any time. 

Right and obligation not to take position, as an institution, in electoral 
politics or on public issues, except On those issues which directly affect 
its autonomy, the freedom of its members, its financial support, and 

its academic functions. 

, ■• * ' , 

Right and obligation to protect the members of the campus and visitors to 
it from physical harm, threats of harm, or abuse; its property from 
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damage and unauthprized use, and its academic and administrative 
processes from interruption^ 

Right 'to require that persons on the tampus be willing, to identify 
• themselves by name and address,, and state what connection, if any, 
they have with the campuso , - ' 

Right to set reasonable standards of conduct in order to safegu^d 
the educational process and tg provide for the safety of members of . 
the campus and the institution's property. 

; 'A f 

Right to deny pky and academic credit to members of the campus who 
are on strike, and con^bmitant obligation to accept legal strikes 
legally conducted without recourse to dismissal of participants. 

4. All merfxbers of the campus haye a right to fair and equitable pro- 
• cedures which shall determilie the validity of charges of violation 
of campus regulation ^ ^ 

The proce(^ures shall be stnictured so as to facilitate a reliable 
determination of the truth or falsity of charges, to provide funda-. , 
rntental fairness to the parties, and to be an effective Lpistrument 
for the maintenanfce of order. . „ ' ^ ' 

All mer&bers of the campus have a right to know in advance the 

range of penalties for violations of campus regulation. Definition 

of adequate caiise for separation from the bampus should be clearly ^ 

formulated and made public / 

Charges of minor infractions of regulations, pensylized i)y small ' , 
fines or reprimands which do not become part of permanent records, ^ 
may be handled expeditiously^by the appropriate jndividual or com- 
mittee. Pfersons so penalized have the right to appeal. 

In the case of charges of "infractions of regulations which may lead 
\ to notation in permanent records, or to more serious penalties 
such as suspension or expulsion, members of the campus iiave a 
right to formal procedures with adequate due process. Including 
the right of appeaL > 

Members of the campus convicted of violations imder general law 
may be srxbject to campus sanctions for the same conduct, in accord 
witli camjpus policies ^d procedures, when the conduct is in viola- 
tion of a campus rule essential to the continuing protection of other 
members pf the campus^r to the safeguarding of the educational 
process. ^ ^ 



ERIC 



IG 



i 



1006 - EQUAL OPPORTUNITY PO'LICY , \ 

Eastern Montana College is committed tp equal opportunity for all 
persons. This institution hascalways supported a general policy of non- 
y discrimination. Today it is our responsibility to take positive steps to 
aSsure equality of opportunity, representation, and achievement to all 
persons in admissions, employment, and advancement commensurate 
with their abilities, desires, and potentials. This institution shall accord 
with the provisions against discrimination as provided by law. 

Affirmative Action Program . - . 

In furtherance of oiu> elqfual opportunity goals the following y 
Affirmative Action Program has been developed. 

• An Affirmative Action Program Coordinator shall serve as a con- 
tinuing member^ of the President's staff. The Affirmative Action Program 
Coordinator will be responsible for developing and implementiiig^a viable 
affirmative action program. 

. An Affirmative Action plan has beeiji prepared and vfrill serve as- a 
guide for programs to advance equal opportunity within the Eastern 
Montana College community. A self -analysis of EMC is essential in 
identifying and analyzing problem areas for women and minorities. Self- 
evaluation efforts will be continuous so that we may be readily aware of 
areas for improvement. . , . 

, Strenuous efforts will be made to ensure that personnel actions 
. * 

will be free from any discrimination based on non -merit factors such as 
race, colo^, religion, sex, age or national origin. Such actions include 
employment, promotion,^ demotion, fransfpr, layoff or termination; 

' recruitment advertising; rates of pay or other forms of compensation. 
To meet this objective, (1) no new appointments to any position on campus 
shall be made without concerted and conscientious efforts to secure 
applicants or candidates from groups inadequately represented in the 
vaJrious departments, such as women and minorities.; (2) no new appoint - 
nrients will be-approvecl by the President's Office without accompanying 
documentation that adequate search ^r qualified individuals has been 

^ conducted. . ' • 

. All students and prospective students shall receive consideration 
in all (relations with the institution without f egard to their race, color, 
religion, sex, age or national origin except insofar as a consideration of 
these factors may assist gather than impede coifipletion of their academic 
programs. 
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2001 - RESPONSIBILITIES OF THE PRESIDENT ^ 

The. President of Eastern Montana College shall be the executive 
head of the insti^ctional and administrative program in all its- departments. 
The President shall have authprifyT subject to the Regents, to^ive general 
direction to thfese programs, and shall serve as the professional adviser 
to the Regents. The President is responsible to the Regents for the 
administration and enforcement of aU regulations or policies adopted 
or approved them. 

« 

The President, with such advice as he deems neces8ary--and subject 
to' approval of the Regents, shall determine from time to time the internal 
tfnd, functional organization of the College. 

The President shall be responsible for the appointment and function- 
ing of all committees-, councils and boards necessary for the operation of ' 
^the College program. The President shall be an ex officio member of all ^ 
' such College committees, councils and boards. Jhe President may C. 
delegate to other CoUege administrators, faculty and staff such duties as 
he deems*necessary in the interests of the College. 

The President shall have the right to veto any legislation or 
recommendations of the faculty or the Academic Council, provided", how- 
ever, that any issue so vetoed must be referred to the Regents for con- 
sideration upon a referendum vote of three -fourths of the faculty or of 
the Academit Council. ' ' * " 
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2002 - RESPONSIBILITIES DELEGATED TO THE COLLEGE FACULTY 

While the final authority for the government of Eastern Montana College 
is vested in the Board of Regents of Higher Education, it is recognized that 
the Faculty should participate in the formation of its academic policy: From 
time to time the areas of faculty interest and participation wiU be delineated 
and procedures under which the faculty shall function as a body.be 
established. , 



• 2 
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3 - OFFICIALS to ACT IN PLACE OF'tHE PRESIDENT 
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In case of the unavailability of the President of Eastern Montana 
College, the following persons may be designated to act in place of such 
President fn the .following order: • 



1. 



2. 



4. 



1^ 



The Academic -Vice President and Dean of 

Faculty ' " 

The Dean of Education 

The Dean of Liberil Arts 

The Dean of Students --^t^^ 

The Business Manager andsController 



2004 - RESPONSIRILlflES OF THE ACADEMIC VICeWeSIDENT AND 
DEAN OF FACULTY 

The fun^ions of the Academic Vice President and Dean of Faculty 
at Eastern Montana College are combined in one of ice and person. This 
person is appointe4 by the Board of Regents upon tfle recommendation of 
the President of the College. As the Academic Vice President, this 
person Ts charged with the general'implementation of the educational 
program of the CcMege and; in the absence of the President, shall serve 
as Acting President. As the Dean of Vacuity, this per s^ accountable 
for the proper functioning of the academic program through responsi- 
bility fbr and to the faculty. 

The Academic Vice President and Dean of Fa€ulty,iJlider^the 
' direction of the President of the College,YshaU adAiiniil^the ed- 
ucational policies established by the PresS<entv^AVuch official bodies 
as the Academic Council. In this capacity. aU faUty members will 
have complete freedom to discuss college affairs (with the Academic 
Vice President and Dean of Faculty although they w^^l first generally 
take up such matters with their department heads, divisional chairper- 
son and / or the Dean of their respective school. All members of 
the 'faculty, in addition, shall have the privilege of direct access and 
appeal to the President. 



After consulting the Dean of the School of Education, and / or 
the Dean of the Schoo.l of Liberal Arts, the roll of the college faculty 
shall be prepared. The Academic Vice President, and Dean of Faculty 
shall recpmmend their rank according to the findings of the Faculty 
Committee on Rank and Tenure and their salary and terms of 

2Z . • • ■ 
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appointment to the President.v^ 



Through the Deans of the Schools o/ Education and Liberal Arts, 
this person shall be charged with the sypenvision and coordination of 
curricula', courses, and'methods of instruction. Through the Librarian/ 

' Director of Instructional Media, this 'person shall be responsible for 
the learning cenj:er of the College. Through the Registrar and the 
Director bf Adniissidns, he shall administer the College policies on 
admissions and scholastic requirements. Consifltation shall occur 

. with the administrators concerned in the preparation of that part of the 
College budget request which related to academic affairs. 

The Acadeq[iic Vice President and Dean of Faculty shall serve , 
as the coordinating officer among the schools, divisions^^/departments 
and special academic areas of the College and work dire'cliy with 
personnel involved. ' In this capacity, such meetings of the/ faculty as 
may be necessary for the discussion of common problems jbhall be called. 

The Academic Vice Presi<;il'ent and Dean of Faculty ^all make 
periodic reports to the ^President concerning the academic status of 
the College. • • . ^ 



2005 ■ RESPONSIBILITIES OF ACADEMIC DEANS 

Each school of the College shall be administered, by a Dean 
appointed by the Regents upon the recommendation of the President. 
The Dean shall act as the immediate administrative officer in charge 
of his school and shall be under the supervisipn of the President and 
direj^ly responsible to the Academic \\ce President 'and Dean of Faculty. 

The Dean shall be. responsible for assigning, supervising, and 
coordinating the work of all instructional and service departments or 
agencies in his school; such duties including the assignment of teaching 
responsibilities and peripdic review of the instructional program of the 
school. 

TThe Dean shall assume responsibility for the execution of 
institutional policy where those policies and regulations are applicable 
within the operation of the school, and may imtitatet)y recommendation 
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to the Academic Vice President or appropriate committees^5uch pro- 
posals as may alter constituted policy or establish new policy* affect-. 
ins: saifl school. 

The Dean shall be responsible for the supervision, 'coordination, 
and evaluation of curriculum and shall carry on such study and revision 
of the various curricula in the school a^ seem advisable. 

" . 

The Dean -shall be^esponsible fot screening, selection, and 
recommendation -for -appointment of all professional and -non -pro- 
fessional staff and faculty to serve within the school. 

The- Dean shall prepare and forward to the Academic Vice 
Presidont and Dekn of Faculty all recommendation^ertinent to 
employment, dismissal, retention, prdmotiqn. salary, and tenure 
of his faculty and staff; and' such periodic evaluations of personnel^ . 
as requested by the Dean of Faculty. . * 

The Dean shall prov^de-for the orientation and instruction of 
new faculty in matters. of college, school, and departmental policy 
and shall inform all continuing faculty and staff of appropriate 
modifications in policy, and prdcfedural matters related to the eff- 
ective pursuit of their assigned duties. 

The Dean shall be responsible for the preparation and re- ^ 
porting of si^ch budgetary information as is requested by admin- . 
istrative officers. 

The Dean shall prepare any informational reports requested 
by the administxation relative to the operation bf his school. 

^ 

The Dean shall be responsible for the registration and advise- 
ment of all students enrolled in his school and shall retain such 
records as necessary. ^ - 

The Dean shall' call meetings of faculty and staff within ^he 
school to transact, assigned institutional business. ■ * 

The Dean shall involve divisional chairpferson, department head 
and agenc>Coordihators assigned to the school in the implementa- . 
tion of any' and ill of the preceding responsibilities and duties here • 
' stated; and, may specifically designate said department head or 
agency coordinator as directly responsible to the Dean for , the com- 
pletion of any assignment. . However, in no instance shall the Dean 
be relieved of full responsfbility to the administration for any duty 
or activity withiA the recognized province of the school. 



2006 - RESPONSIBILITIES OF DIVISIONAL CHAIRPERSONS 

the divisional chairperson shall be responsible to the Academic 
Dean for the entire operation of tfie academic division and shall report . ' 
directly to the Dean./ The division chairperson will be able to delegate ^ 
many duties' to the department heads and will consutUwith them <)n matter s^.^ 
of policy arid routine. The department heads, however, ave directly- 
responsible to the divisibn chairperson. Within this' structure the duties 
of both are delineated a? indicated below. ' 

^ The division chairperson has 'the following responsibilities .to : 

a) Inform the Academic Dean at all times of any matters within the 

■ * divisions which transcend; routine and consult with the Dean aboyt • 

suchkaf fairs. 

b) Call meetings of the divisional faculty, .advising the Academic ' \ 
Dean of time and place so that the Dean may attend any of them. 

c) Prepare budget requests for the division to submit to the Acadernic 
Dean. Allocate the divisional budget and supervise its admin- 
istration. Sign all requisitions against divisional funds and main- 
tain necessary information on the t)udget. 

' d) Submit salary, jank, promotion and tenure recbmmei^jdations for 
divisional faculty members and recommend to the Academic Dean ^ 
-^.any needed changed in divisional personnel, inciuding new 
appointmentjB, dismissals and term inat ion ^after recommendations 
' from, or after consultation with, department heads. 

e) Monitor the work loads of divisional faculty aifd staff to assure 
that departments maintain ds fair an adjustmekt of teaching loads 
and other responsibilities between^ individuals ^ind between de- ( 
partments as possible. ' \ < 

f) Assist in the decision of departmental controversies and consult 
with the Academic Dean on such matters. 

g) Recommend divisional faculty members to serve on committees, 
to act as advisers to student groups, or to assume other duties 
outside the classroom. 

h) Review and approve teaching and class schedules, and room and 
office assignments after department heads Wave prepared such 
schedules and assignments for the approvalW the Academic Dea|i 
befor^tie schedules and assignments are submitted to the Registrar. 
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i) Direct-the formulation of divisional poliojL reconunendations , 
. . for the approval of the Academic Dean. ' 

j) Direct the formulation of divisional recommendations to suc^ 
; ' bodies as the Teachei^ Education Committee or the Academic. 

Council. ^ . \ 

• • k) Evaluate the transcripts of transfer students intending to take 
' a major or a minor in the division, or assign such evalua- ^ 
tion^'to the appropriate department he^d. 

/ I) Administer prg-registraUon a^id regiitation procedures. 

'm) Approve applications for graduation ^ ^ 

' ' n) Handle all divisional correspond'ence a;id sign all rbutine 

instruiiients. • ^ ^ \ 

p) Serv^ on committees to which he/she is appointed or elected 

' p) Delegate responsibilities Cb department heads. 

q) Attend such professibnal meetings as a budget will allow 
aild encourage the faculty members to. attend whenever 

possible. 

" ■ r) Perform such other tasks as may be assigned by the 
: \ administrat^ion. / 

It 

s) Assist in securing nfew faculty personnel. 
I ^ t) Supervise interdisciplinary interdepartmental programs, 

u) Teaclr course sswhenever feasible. » 

y V) Monitor the supervision of secretarial and clerioal staff 

within the DivisioA. 

w) Supervise the use of 8w=h facilities and equipment as may 
be assigned bythe administf ation Co the Division. 
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■ * : vision . / ■ 

» ^ jeptember, 1975 

/\ . , ' ' . . ^ ■• 

2007 - RESPONSIBILITIES OF DgPARTMENT HEADS 

^The primary role of the Department Head is to foster a quality 
educational program for students by creating an administrative clipiate in 
which the- faculty memt>er is able to teach and^perform well. More Specif id- 
eally, the Department Head's roles and duties include careful atten- 
tion to'such associated stiident services as academic advisement, concerned ' 
representation of the departpient's opinions and problems, and conscientious 
administration iof internal departmental principles, policies^ and procedures 
as well as responsiveness to directive;3 from the administration. 

The Department Head has the f9llo>Vingrrespansibilities to: 

a) Supervise the selection and recommendation of new faculty accord- 
ing to procedures determined by the department. 



b) Make faculty evaluations as^eces^ry for transmittal to the Dean. 

4 

c) Attempt to solve problems between faculty. • 



d) Recommend faculty for college committee assignments after eon- 
s^ultation with faculty members . ^ . ■ ' ^ 

e) Recommend faculty salaries to the De^m according tc procedures ' 
- to be determined by^the department, v . 

. • f) Prepare ate ^mit to the-Dean budget requests, including Summer 
School requests i after departmental approval. . 

g) Determine budget allocations, including travel funds, within the 
department according to 'procedures to be determined by the de- 
partment. ^ ^ 

h) Prepare and submit* dccasional expenditure reports as necessary. 

i) Propose changes in curriculum, degree requirements, and iion- 
curricular programs affer approval by the department. 

j) insure coordination of curricula within the d'epartment and with 
other departments. • . 

k) Dete^rmine yearly ccTurse offerings and Summer School offerings - 
* after consultation with the department faculty. 

I) Determine class time schedules aftqr consultation witti the depart/ 
ment faculty. ' ^ - . 



/ ' Revision 
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m) Assign courses to faculty for both the academic year and Summer 
School after consultation with the department faculty. ^ 

n) Approve faculty assignments to extension, and jcontinuing educa- 
tion teaching. 
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, o) Administer departmental re^strationi. 

p), Attempt to solve problems between students and faculty^ ^ , ) 

q) Assign student advisees to faculty according to procedures to 
be determined by the department and approved by the Dean. 

r) Evaluate transcripts, for transfer students in cooperation with 
the Office -of Admissions. 

s) Review and apprpve records for graduation submitted by faculty 
advisers. 

t) Supervise departmental routine office matters^ including revi- 
J> ^ion of catalog entries and departmental brochures. 

u) Conduct departmental meetings. • 

v) Represent the department at meetings of CHAD and other appro- , 
priate committees. . .x 

w) Act as departmental liaison vyith other departments and othfer ad- 
ministrators. ' . 

x) Set a professional example for faculty members.' 
' t 

y) Promote ai\d encourage the obtaining of grants, attendance -at pro- . 
- . ^ fessional meetings, research and other scholarly activities, pub- . . 
lication*, performance, and other creative production among depart- 
mental faculty. 

z) Teach on a reduced load basis as commensurate witji administra- 
tive load and approved by the Dean. 

Such other administrative duties as required by department needs 
or assigned by the Dean. 

Assistance in placement of graduating students is the primary func- 
tion of the Placement Office, but this is an area of concern to each depart- 
ment, whose Head and staff shall render whatever assistance is possible. 

. 2G , 
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The internarstructure of departments shall be determined Ky the 
departments concerned and approved by the Department i^ead and the 
Dean. Each department reserves the right to establish its internal principles , 
'policies, and procedures compatible with the roles and duties of the Depart- ^ 
ment Head, - • 

Selection of Department Heads 



a) The criteria to be considered by departments and the college admin- 
istration in selecting a Department Head shall be left to the , 
discretion of tljf department and administrators involved in the 
process. ^ 

b) The^ procedures f0r^l;he selection of a Department Head shall - 
originate with a recommendation of such appointment by: the depart- 
ment involved. 

" ^ "* 

Terms of Retention for Departfis^ent Heads ; 

a) The term of office of a Department Head shall be determined 
in each case by the department involved. 

b) the position of Department Head shaU be filled throughout ^ 
the academic year and summer session as needed. Each depart- 
ment shall insure that someone fill the position at all these hmes. 

c) The Department Head shall receive an administrative salary 

> increment both during the academic year and during the Summer 

School session. Whenever a Department Head is absent from 
his duties for an extended time (one month or more), he shall relin- 
quish his administrative salary increment except viien the purpose 
^ is sick leave; and an acting Head shall be designated from the 

department, who shall receive a pro- rated administrative salary 
increment for the tim^ of his service. The Department Head 
shall relinquish his administrative salary increment when he vacates 
the department head posihon, but without loss of accrued faculty 
salary increases. 

d) The Department Head position shall be granted a special 
travel allowance in addition to the regular faculty- allowance, in 
ord^r to enabl-e the Department Head to atj:ead meetings of primary in 
portance to the department. ^ 

Evaluation of Department Heads 



a) Every two years the Dean of the SchocOshall survey the faculty 
within the department with a brief, uniform, anonymous 
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questionnaire at mid- year, to obtain a measure of their satisfac- ' 
tion with the performance of the Department Head. The 
results of thia^ biannual evaluation shall be summarized for the ^ 
Head as a tool for him to improve his performance. 

b) If 'a majority of the responses from the departmental faculty are 
negative, the Dean shall arrange a meeting with the department, 

- in^tTie absence of the Department. Head, to informally assess 
^ * the exact naturje an4 degree of the dissatisfaction. 

c) The Dean shall then inforin the Depajli;rient Head of the nature 

of the dissatisfaction and seek to resolve the difficulty without fur- 
ther executive action. 

' d) In the event that administrative change seems necessary, the Dean 
shall redommend apprcpriate action to.the college administration 
after due process procedures have been observed with all parties 
-concerned. 



2008 - RESPONSIBILITIES OF THE LIBRARIAN/DIRECTOR OF INSTRIJCTIQNAL 
MEDIA 

The Librarian/Director of Instructional Media is directly responsihig , 
to the Academic Vice President and Dean of Faculty and shall have the following 
duties: 

a) To plan the development of quality library resources and services, 
including audio -visual resources and services, adequate to meet the 

•* ' instructional and special needs of students and faculty. 

b) To formulate and administer policies promoting effective utilization 

of library and audio-visual resources and services by students^ faculty 
and other members of the college community. 

c) To bear responsibility for the satisfactory administration of the 
library and audio-visual services. 
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d) To prepare and execute the annual budgets for the bp||pration 
of the library and. audiorvlsual services. 

e) To participate both as a meniber and as an officer in the • ^ • 
activities of the Library Committee. 4 

f) ^ -To recommend the appointment, ptoi^otion and termination ' ^ 

of appointment of all library and audfo-visual personnel and 
to supervise the work of such personnel. - " 

g) To prepare reports I surveys, studies,^ and analyses of 

Libfa^y and audio -visual services. . * . # 

« ^1 • • 

, h) To represent the college library to Its users, the general . _ 
public, and in educational and library groups. 

i) To assist in aecuring^glfts for the library. 



j) To cooperate with other libraries and librarians in fostering 
library development in the community, state and region. 
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2009 - RESPONSIBILITIES OF THE REGISTRAR 

The Rfegistxar is directly responsibj^ to the Academic Vice Pres- 
ident and Deai of Faculty and shall have the foll/8Wing duties: 

a) Maintain an accurate and current college catalog following 
the standards Sf the Northwest Association of Secondary and 
^igher Schools. J . ^ 



b) Coordinate and pdiblish the Yearly Time Schedule of classes. 

c) , Pt±)lish the Summer Session Bulletin and Summer Time Schedule. 



d) 



e) 



Direct the activities and supervise the work of 'an office of 
recordff^^signated to serve the students, the faculty and the 
public. ' ^ 

Direct the registr^ion of students with the advice and counsel 
of the Committee on Registration and Orientation. 

Organize statistical information for use by various divisions 
and departments as well as the administration. 



g) Submit reports concerning the offical standing of students tjo 
the students and appropriate academi^ officers and faculty. 

h) Provide transcripts of students' records, si±)ject to such 
limitations as necessary, for appropriate purposes. 

1) Recommend the appointment, promotion and termination of 
all personnel in the Office of the Registrar and supervise 
the work^f all such personnel. 

j) Analyze th4 effectiveness and adequacy of procedures in his 
office and' recommend guidelines for the future. 
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k) Act as a informed consultant to the President and other admin- 
i! istrative officers on matters of student ejirollments, academic 
regulations; and all other such matters. 



Serve on the following standing committees of the college. 

1. Administrative Council 

2. Admissions Committee 

3. Athletic Committee 

4. Commencement Committee 

5. ' Computer Utilization Committee 

6. Continuing Education Committee 
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7. Registration and Orientation Committee 

8. Scholarship Requirements Committee 

m) . Determine official eligibility of students who participate 
in inter -collegiate athletics. 



\ 
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r 2010 - RESPONSIBILITIES OF THE BUSINESS MANAGER 

Under the general supervision of the President, the Business 
Manager shall be charged with the financial and business management 
of the College as approved by the President and the Board of Regents 
anci shall: 

a) Evaluate and approve or disapprove the recommendations 
of the ContrgMer relative to the operation of the Business 
Office and campus support activities. 

b) Correlate the material for proposed budgets, prepare 
such budgets and submit them with recommendations to 
the President for review or revision prior to the pres- 
entation to the Board of Regents. 

c) Have custody of all contracts, insurance policies, leases, 
^ deeds, and other legal ^Spuments. ^ 

d) Implement and maintai/a personnel management system 
and a related salary schedule for all personnel who do not 
receive a contract from the Board of Rfegents. 

/ ' ' ' 

e) Be present at, or conduct laboi negotiating sessions with 
employee organizations who have been duly certified to 
represent the various employee groups of the CoUeg^e. 

J; ' . . 

f) • Evaluate and approve or disapprove the recommendations 

of the Director of the Physical Plant relative to the oper- 
-ation of the physical plant, aiip for the construction, re- 
modeling or other alteration Of the buildings of the College. 

g) Evaluate and approve or disapprove the recommendations 
of the Director of pomputer Services^relative to the 
operation of th,e Computing Center. ^ ^ 

3 3 
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h) Evaluate and approve or disapprove the recomnaendations .of the 
Bookstore Manager relative to the. operation of the- Bookstore. . 

i) Evaluate and approve or disapprove the recommendations of the 
Directors of.the various auxiliary enterprises relative to the 

' financial respx)nsibility of each enterprise. ^ ^ 

j) Be the Liaison officer of the College with the contract Food 
Service r.elative to the financial- arrangements. 

k) Such other duties as may be assigned from time to time by 
the President. 



20U - RESPONSIBILITIES OF THE CONTROLLER' 

Under the direction of the Business Manager, the Controller is 
generally responsible for the accoimting and financial reporting of the 
funds of the College. Specifically, the Controller shall: 

a) Maintain the College's books of accoimt. 

b) Account for all funds of the College. 

' c) Prepare necessary fiscal reports for College officials, 
governing boards, govemmelital agencies, and others in 
accordance with applicable laws and regulations. 

d) Monitor the budgets of all funds and provide budget reports 
to the appropriate' administrators. 

e) Receive, deposit, invest, and process Expenditures of all 
College funds. 



f) Supervise personnel in the Business pfilce and campus 
support acjtivitles. 

g) Implement adequate internal control procedures for the receipt 
and disbursement of funds, including an internal audit ptogram^i 

h) Perform such other duties as may be required from time to 
time by the Business Manager. ^ ' 
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2012 - RESPONSIBILITIES OF THE DIRECTOR OF COMPUTER SERVICES 

^ 

The Director of Computer Services is responsible to the Business 
Manager and shairplan, organize and control overall activities of data 
processing including systems, programming, and operations through 
managing subordinates or by direct supervision. Specifically, the 
Director of Computer Services shall: 

a) Serve as the Chairperson of the Computer Utilization Com- 
mittee and take necessary actions to implement the recom- 
mendations developed by the Committee for the academic 
and administrative usage of the Computer Center. ^ 

b) ^ Coordinate all data processing activities and establish lia- 
ison channels with those departments or other agencies 
directly or Indirectly involved with data .processing functions. 

c) * ' Provide assistance in the development and implementation 
of computer supported Instruction and services within 
the academic areas. 

d) Direct the development, . implementat^ofl^ 1^ documenta- 
\ tion of integrated administratis mlbrm^ion and manage- 
ment systems. / 

e) Coordinate in-service training programs for faculty and 
staf^and direct orientation tours for students. 

f) Review computer and peripheral equipment utilization 
statistics to determine and control budget requirements, 
and plan operating changes within the Computer Ceilter. 

g) Make continual studies in order to determine the College 
cor^iputing requirements and efficiency level of the 
Computer Center, and recommend required improvements. 

h) Perform such other duties as may be required from time 
to time by the Business Manager. 

I 

' J 




2013 ■ RESPONSIBILITIEB OF THE DIRECTOR OF THE PHYSICAL PLANT 

Under the general supervision of the Business Manager, the Director 
of Physical Plaiit is charged with the responsibility for operating and main- 
taining the campus buildings ajad gijounds in a safe, efficient manner, 'The 
functions of^the department include: 

a) Planning program development for newl buildings, preparing^ 
loan and grant applications for new construction, providing 
construction supervision, preparing contract documents 
(project under $10, 000), maintaining corpplete facilities 
records, implementing preventive maint^endnce and routine 
maintenance programs. | 

b) Responsibility for the construction, repaijr and maintenance of 
buildings, equipment and machinery. 

c) Usual police-duties as well as instituting sip.fet^, fire pre- 
vention, civil defenscf^and traffic control programs. 



dj General housekeeping and maintenance of the campus ' 
buildings and furnishings. 

e^ Landscaping and maintenance of the grounds^ including 
campus greenery, sidewalks and parJdng lots, ' 
« 

f) Maintaining a fleet of vehicles, both trucks and automobiles, 
for the use of the College personnel. ' , 

g) Other duties that may be assigned from tinie to time by the 
Business Manager. ' ^ 



2014 - RESPONSIBILITIES OF THE DEAN OF STUDENTS ^ 9 

The Dean of Students has general supervision of all organized student 
activities not under the immediate supervision of academic departments. In 
this person is vested responsibility for the coordination of the student person- 
' nel services, through the offices as the Assistant Dean of Students, Admissions, 
V Housing, Student tJnion, Health Services, F/Lnancial Aid, Placement Services q 



ERLC 



(2014 - continued, p. 2) 



student Development Center, Special Services, Upwai:4 Bound Program, 
and Veleran'-s Upward Bound Program. 

The Dean of Students is the main office of the college regarding 
inappropriate student behavior. With the aid of such advisory groups 
as he may desire, , the Dean is responsible for the presentation of all 
serious behavior jjroblems to the President. 

The Dean of Stuclents shall: K w 

a) Coordinate the supervision of aU social activities of the 
student body and the housing of on-campus students- 
through the appropriate persons responsible for these 



areas. 



br) 



c). 



Develop a communication line with ^dents, particu- 
larly the leadeis of the student body. ^ ^ 

Assist the faculty and other administrative officers of 
the college by facilitating the free exchange of opinion 
and information among the'students, the faculty and the 
administration and shall, also interpret and communicate ' 
the attitude? and policies of these groups as they are of 
mutual concern. 

/ 

d) Maintain financial records and have general supervision 

of the budget aUotted to aU student personnel offices. The 
immediate responsibility for the administratton of these 
budgets may be delegated to the appropriate officers. 

e) Do everything within' the Dean' s power to b^uild yp high 
student morale *Stid exemplary student spirit. 




2015 - RESPONSIBILITIES OF THE DIRECTOR OF ADMISSIONS 



The Director of A4missijons is directly responsible to the Dean of 
Students with the following areas of oresponsibiliti^s: 

a) Implement and eu£oT(^e the policies for admissions as established 
by the Montana State Board of Regents. 

b) Management of the Office of Admissions: 

1. Hiriiig^and supervision of staff 

2. Supervise office practice and routine to insure efficiency 
and confidentiality Cpf information 

3. Process all applications for admission to the coUejge - 
freshmen, re -admission, transfer and graduate ^ 

4. Code all applications W data pi^ce'l^sfeg of registration 
f packets 

5. Evaluate transfet credits on all transfer applicants ^ 

6. Maintain admissions budget and deposit of admissions fees 
i ' 7. Maintain efficient processing of all mail i 

8.- Distxibute Admissions applications and other printed material 
* » '^^to ^drop-ins and mail inquiries 

9/^valUate written communications to maintain accuracy and 

current information ^ ' - 

Id Prepare periodic reports for both on and off campus usei 
IL Inservice training of staff to^keep them^ informed of the campus 
programs, regulations, costs, etc. ^ 

c) Liaison « 

L Assist all office 'drop -ins - parents, students, counselors, 
educators, faculty and administrators - 

2. Counsel' with freshmen to assist them with their educational 
objectives . 

3. Assist transfer students with the)j: program of sfudies ^ 
evaluation of credits, selection of courses, etc. 

4. Answer all letters ofsnqulxy and maintain follow-up 
\S^2* ^^^P secondary counselors and principals informed of the 

programs available 

6. Participate in secondary school functions, such as College 
Night, Career Day, etc. ^ 

7. Regular visitations to Montana high schools 

8. Quarterly visitations to Montana and Wyoming junior colleges 
to assist transfer students • 

9. Arrange, campus visitations for singles or groups 
. 10. Organize and implement student ambassador progrsrais . - 

11. Write alPmaterial to be released from the Office of ^m'issions 

12. Write and design admissions brochures 

- . 3d 



(2015 - continued, p. 2) / . - ' ' 

13. Write and develop newsletters pertaining to admissions^, 
^ 14. Maintain effective working relationships with campus 
students, ^culty aud administrators 

d) Evaluation of Admission Procedures ^ 

1. Do^ follow-up studies on students 

2. Analyze data to identfy trends or needs 

3. ' Develop objectives for all areas of admissions, staff, 

publications, advertising aiid' means of reaching objectives 
4: Maintain an awareness of state and national trends in 
enrollments, admissions, etc. 



•/ ■ ■ . 

2016 - RESPONSIBILITIES OF THE DIRECTOR OF THE STUDENT UNION 
, & STUDENT ACTIVITIES ' • ' , 

The Director of the Student Union and Student Activities is 
responsible to the Dean of Students for the promotion and coordination 
of student activities, and the total activity of the Union and i^taff. ♦ 
This person coordinates and interprets all staff, students andWIege 
effort - both educational and business - to realize educational ob)ective1^ 
of the Union- The director shall. consvU with, the Dean of Studeqts, • 
when necessary, in such matte/s as the budgeting of student nronies 
and the development and implementatic^n df student persenitel policies • 
related to student ^tivities. The Dii;ector^ shall consult with t^i? Dean 
of Students in matters of budgeting, purchasing, sales and general 
Union management. The4)irector shaU account to the Busin'ess Manager 
and Controller for Union funds and audit of Union account. 
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2017 - RESPONSIBILITIES OF THE DIRECTOR OH HOUSING 

: '■ ' '' "^^ ^ • ' 

The DiJCector of Housing shall be responsible to the Dean of Students 
for the.:?admmistratLon and supervision of policy relating to student housing 
botji on the cartipus and of f. ' To the Business Manager and Controller, the 
Director is responsible for the collection, disbursement and accounting 
of housing and food service income-and p^^dic review of financial matters. 
With the advice of the Dean of StudentSj^^theDirector shall be responsible 
for the development of derailed operating, polices ^d procedures designed ' 
to insure effective use of the residencej^aUs and housing f^ilities. The 
Director shai4-be involved iiT the administration of a general maintenance 
and the physical operation of the re^dence halls, and shall coordinate 
planning with tha Business Manager and Controller and the Director of 
the Physical Plant. To the extent that adequate assistance is available, 
the Dirpctor of Housing shalL coordinate aiid- supervise off -campus housing. 
The Dt^ectbf* Shall be responsible for preparing and administering budgets 
with the department of housing.' The Director is responsible to the Dean 
of Studefts and the Bbsin^^ss Manager and Controller for «abmitting periodic 
reports concerning the functioning of the housing program. 



2018 - RESPONSIBILITIES OF THE DIRECTDR OF THE PLACEMENT OFFICE 

The Director of Placement is dir&ctly responsible to the Dean of * 
Students., The Director of Placement i^ responsible for the following: 

. ' ^ a) Compiling files for graduating seniors , ^ 

b) Maintaim]% and assisting alumr>i ,in keeping- files up-to-date, 

^ ^ X cy Notifying gr'aduating,, senior and alumni of employm^t opportunities 

0 ^ ^ d) • Providing prospective employers, with copies of credentials 

e) Arranging interviews- witlt^prospec^ve Employers 

•f) Comifiunicating with prospective employers concerning employ- 
^ment opportujiities ^ ^ \ - . . 



r 



g) • •ProvidLi^gvdepartment heads of the College with^infotmation con- 

cerning employment' opportunities ^ 

h) / Administer Placem eat Jbudget * ^ 

» r. 
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2019 - RESPONSIBIUTIBS OF THE DIRECTOR OF THE STUDENT 
. . DEVELOPMEN T CENTER . , , ' 

The Director of the Student Development Center is responsible 
to the Dearfbf Students for the'planning, developing and coordinating 
of guidance and counseling service^. Duties - include vocational, ed- 
ucational, ahd personal counseling, and administration of the counsel- 
ing and testing program. 

• The Director administers the standardized testing program for 
the CoUeg^, aids in the training of personnel involved in auxiliary 
counselingj services, and develops and implement^' referral services. 
The Direc^r maintains liaisonJwith non-college organizations which 
arelnvolved in coiin^eling,. t^^ng or research for educational and/ 
or commercial pur^poses. The Director recommends the budget for 
the Student Develofiment Center Lid is responsible for the accounting 
of any fees or honoraria collected by staff members. 

' Duties include the collection, dissemination and interpretation 
of test research dftia to the faculty.^ The Director of the Student 
Development Center cooperates with other members of the Stxident 
Personnel Division in creating and maintaining a satisfactory 
aWdemic climate and student morale. 



2020 - RESPONSIBILITIES OF THE DIRECTOR OF THE STUDENT 
HEALTH CENTER , 

The Director It the StudentHlealth Center reports directlv^to^ 
the Dean Of Students. Responsibilities include supervision of all 
health center employees. The Director, is responsible for student 
I health on campus including phases of preventive medicine. Treat- 
^-ment of patients is primarily of the out-patient ,type but does include 
-ward care during day-time hours. The Director provides innocula- , 
tions recommended by an allergist or family M.D. Medical counsel - 
. iug are also available through this office. The Director is respon- . 
"sible for the medical records of all studeiits. 

-■ ' , ■ , ' 



- 202f - RESPONSroiLITIES dp THE DIRECTOR OF FINANCIAL AID 



The Director of Financial Aid administers aad coordinates all 
forms of financial aid including all student employment through the 
Financial Aid Office of the College. The Director is responsible to 
the Dean of Students. 

The Director shall be financial counselor for student applicants 
regarding the various aid available and shall supervise an information 
program specifically designed to educate students^and the public. Admin - 
'istration of financial aid shall include such programs as Work -Study, 
Educational Opportunity Grants, National Direct Student Loans, ttuarantei^d 
Loans, ^ Student Loan Fund, Advanced Honor Scholarships, Grants -In -Aid, 
Out-of-state Fee Waivers. Whenever it is proper and pertinent questions 
and/ or decisions conceaming these and other programs shall be referred 
to ^e Financial Aid Comniittee. The Director shall serve as Chair- 
person of the Financial Aid Committee. 

' ' The Direct 9r shall check on the continued quarterly progress of 
students receiving financial aid and/ or shall maintain complete up-to- 
date records on each program which he/she administers. The Director 
shall establish and maintain liaison with off -campus agencies which 
provide aid and scholarships to stuo^ts. 

The Director* shall prepare the applications for all federal aid 
programs and shall supervise the preparation of all reports on 
financial aid programs. 

The Director shall be responsible for research to determine the 
most efficient management of aid funds and to encourage the development 
of various financial aid funds from within and outside the institution. 

/ 
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2023 - RESPONSIBILITIES OF THE DIRECTOR OF INFORMATION 

The Director of Information 'reports to the President and has 
the general responsibility. for the dissemination of the College infor- 
mation on or off the campus. Currently the Director also serves as 
the Executive Secretary of the Eastern Montana College Aliunni Assoc- 
iation. T^e office is responsible for.the coordination of event? each 
time College facilities are used. 

Specific^iy, the Director of Information shall: 

a) ^ Provide the public news media with information concern- 

ing the College, its faculty, administration and students, 
and be responsible for all official releases from the 
College.' - 

b) Plan activities other than news releases helpful in 
promoting information concerning Eastern Montana 
College. 

c) Coordinate events so that all requirements for their 
success are met. 

dj Keep the President informed of activities going on at 
the College. 



2024 - RESPONSIBILITIES OF THE DIRECTOR OF ATHLETICS 

The Director of Athletics is directly responsible to the 
President and with the advice of the Athletic Committee is 
responsible: 

a) To assist in the establishment of athletic policies whiclj. 

are in harmony with the philosophy of the College anp to 
conduct the business of the Department of Athletics with- 
in these guidelines. 
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b) To operate the department in an efficient, orderly and businesslike 
manner, mstitutiii^ such procedures for receipt and disbursement 
of funds aWd for purchase and payment of necessary equipment 
and supplies and such other 3imilar duties as are necessary 

to comply with established state and college regulations. 

c) To recommend for hire or termination, to supervise, to 
•evaluate and to propose salary advancements for personnel 
needed for optimlim department functioning* ^ 

d) To schedule, promote and manage all varsity inter ccftlegiate 
athletic contests. 

e) To arrange for adequate facilities and equipment fdr both 
' practices and games. ' > * \^ 

f) To fissure that all participants and coache's are informed of 
the school, F^^iitier Conference, and NAIA rules and 
regulations, and to take such measures as are necessary to 
see that they are followed. I 

g) To interpret the athletic program to the student body, the 
faculty, the alumnf, and the community. ^ . 

h) To develop and present to the Athletic Committee an athletic 
budget which provides for-^the needs of all varsity intercolle- 
giate sports within the confines of the amount of monies avail- 
able and the interests of the student body, faculty, alumni, 

^ and community. * ^ 

i) To institute and keep such records of athletic contests, part- 
icipants, departmental activities and other data needed to 
provide an adequate history of intercollegiate athletics at the 
cQllege. 

» 

j) To strive to provide an environment for play and practice which 
assists in the development of a satisfactory, desirable eclucational 
experience for spectators and participants. 

k) To recommend to the financial aid committee qualified student 
athletes for available financial assistance. 

1) To encourage staff members to keep abreast of educ^ional 

advancements and to advise them of these opportunities. 
ss 
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(2024 - continued, 3) 

m) To represent the department and the college at local, 
state, and national meetings of athletic and allied 
organizations. 

n) To offer clinics for benefit of area coaches and players. 

/ o) To coordinate the Department of Athletics with other 
institutional departments. 

" p) To anticipate, plan for, and attempt to provide for 

future departmental facility, staffing, and similar ' * 
needs based upon projected growth of the college. . 

q) • To attend as many athletic contests as possible. 

' r) To assist in the development and operation of a pro- 
g!ram for the recruitment of student athletes. 

s) To provide leadership and actively assist in the ed- 
ucational endeavors' of all- student athletes anj^to 
' assist them in obtaining appropriate positions upon 
^1 leaving school. 
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2025 - RESPONSIBILITIES OF THE D IR ECTO R OF CONTINUING EDUCATION 

^ ?r- — ^ — — : ■ 

The Director of Continuing Education is directly responsible to the 
Academic Vite President and Dean of Faculty, and the Director shall have 
the following responsibilities: 

a) Direct the implementation of the .policies of the Montana 
University System and Eastern Montana College for 
administeri^ng the Continuing Education Program. 

b) Upon approval from the Dean of School of Liberal Arts and 
from the Dean of the School of Education, appoint instruc-' 
tors for various extension courses, 

c) Coordinate exten^sion courses for communities in eastern 
Montana. 

d) Maintain the Ccmtinuing Education Program on a self > 
sustaliling financial basis. 

e) 7 Coordinate the Miles City summer resident center. 

f) Chair the Continuing Education Committee. 



2026 - RESPONSIBILITIES OF THE COORDINATOR OF AFFIRMATIVE ACTION 

The Affiinmative Action Coordinator is responsible for developing" and 
implementing the Affirmative Action Program. The Coordinator will work 
with faculty members and administrative officers to insure that all personnel 
actions are free from any discrimination based oft non -merit factors such 
as race, color, religion, sex, age or national origin. Eastern Montana 
College is committed to affirmative action and will take positive steps to 
guarantee that all persons have an equal opportunity for employment, 
growth and advancement commensurate with their skills, desires, and 
^potentials. ' « * 
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2027 - RESPONSmiLITIES QF THE COORDINATOR OF STUDENT 
TEACHING 

The Coordinator of Student Teaching shall be responsible to the 
Academic Dean of the School of Education for the entire operation of 
the Student Teaching Program and its allied prpgram and shall report 
directly to him. 

The Coordinator of Student Teaching shall be responsible for 
assigning, supervising, and coordinating the work of all student 
teachers. He may delegate this responsibility to college faculty who 
have Been assigi^ by the Dean of the School of Education or by, a 
Department Head to supervise student teachers. Whenever a college 
professor is assigned a portion of his time to supervise student 
teachers, the Coordinator of Student Teaching shall be responsible ' 
for assigning student teachers to be supervised. The Coordinator of 
Student Teaching will also be responsible for supervising the super- 
visory activiti^ of these faculty members. 

The student teaching, program and its allied programs, such 
a« the sophomore pre -student teaching practicum, shall be developed 
cooperatively by the faculty of the School of Education. The Coordinator 
of Student Teaching will he 'responsible for the administration and 
execution of these orogr am s. ^ 



In an attempt to effect a harmonious relationship with the 
Department Heads and the Coordinator of Student Teaching, the 
Coordinator shall work cooperatively with them on all matters 
pertaining to their departmental student teaching activitieso 

In addition, the Coordinator of Student Teachijig has the follow- 
ing r.esponsibilities to: 

1. * Prepare budget requests for the Student Teaching Program 

to be submitted to the Dean of the School of EcJiication- 

2. Allocate the Student Teaching Budget and supervise its 
Administration- 

3. Arrange all student -teacher assignments which are made 
with cooperating schools. 

4. Establish guidelines for school visitation by assigned 
college supervisors and the supervision of such 
policies. 

■ 4'-.; 
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5. Maintain records of each student teacher as well as 
information about the entire program including data 
on cost relationships wiiich may be needed in future 
planning, 

6. Provide written information to student teachers con- 
cerning policies and supervisory procedures related 
to the student teaching experience. ^ 

7. Establish uniform guidelines and procq{iure;s for 
college supervisors to use in regard to the super- 
vision of student teachers. 

8. Make recommendations to the Pean of the School of 
Education for appointment of college personnel, in 
the School t»f Liberal Arts and in the School of 
Education, who would have a major proportion of 
their college assignment devoted to the supervision 
of student teachers with an accompanying recom- 

. .mendation of support from the Department Head in 
which rank is to be given. The Coordinator will 
also be responsible for supervising such personnel 
in all matters related to tlieir assignments as 
supervisors of student teachers. He shall submit 
to the appropriate Department Head recommendations 
for promotion and tenure of all members in the 
School of Education who have been employed with 
the specific understanding that the major portion of 
their ^college assignment would be devoted to the 
supervision of student teachers or of those students 
in the pre7Student teactiing Sophomore experience. 
The Department Heads would in turn forward the 
recommendations accompanied by their personal 
recommendations, through the proper administrative 
channels, to the Rank and Tenure Committee, and 
the Coordinator of Student Teaching shall have 
similar responsibility for such personnel in all 
matters related to the college supervisor's class- 
room teaching responsibility. 
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9. Coordinate and Administer |the overall Education 
295 Practicum program (Sophomore pre-student 
teaching). The Coordinator! of Studdnt Teaching 
will work directly with the Department Heads, or 
their appointed representative, in all matters 
related to the coordination of this program. 

4G 
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Recommend to the Dean' of the School of Education any 
iimovative pilot project related to the improvement of 
all aspects of the student teacliing program and the pre- 
student teaching program, /> 

11* Recommend to the Dean of the School of Education and ^ 
the Dean of Liberal Arts that faculty members in the 
School of Liberal Arts and in the School of ' Education 
who serve as supervisors of student teachers on the 
secondary level be assigned professionally structured 
reduced teaching load in their respective departments ^ 
and/or divisions according to a flexible policy or 
formula proposed by the Teacher Education Committee 
and acceptable to the Coordinator of Student Teaching. 



2040 - ASSIGNMENT AND RESPONSIBILITIES OF ADVISERS 

The responaibllity for the system of the advisement of students 
rests with the Dean of Education and the Dean of Liberal Arts for their 
respective school. They will monitor the evaluations of the transcripts 
of the transfer students which concern them. They will determine the 
degree to which they will delegate to division chairperson and/or department 
heads the authority to assign advisees to advisers, adjust teaching- 
advisee loads, and conduct periodical reviews of advisement procedures 
with all department heads. 

The Director of Admissions has the responsibility for referring 
new students for advisement to the appropriate department head according 
to the choice of curriculum indicated on each student's application for 
admission. (The names of the students will then be placed upon the advisee 
i:oll of a specific department and adviser and the student will officially 
counsel with that adviser. ) In the case of transfer students, a working 
copy of the student transcript for the use of the adviser will be furnished 
by the Director of Admissions. 

The Registrar will be responsible for supplying working Copies 
of the transcripts of advisees for the use of the adviser and will furnish 
such copies upon the request of the adviser. 
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(2040 - continued p, 2) . Rebla<;emfent 

September, 1975 

The respoASibilities of the department heads are indicateq beiow: ' " ' 

a) Prepare a folder for each advisee assigned and keeb thei 
academic records of that student current at all tim^s, 
requesting from the Registrar a working copy of the 
transcript of each returning student at the beginning 
of the Fait Quarter. 

b) Maintain accurate departmental status sheets showing 
the progress of the student toward the completion of 
the general education, major, minor , ♦professional 
core, anc} other requirements as applicable, 

c) Supervise the procedure necessary to certify the student 
for graduation by: 

L Directing the student to file an application in the Office 

of the Registrar, 
2. Initiating the processing of the Evaluation for Graduation 

Form which will be supplied by the Registrar, 

Responsibilities of advisers are to counsel with the student at 
registration and other times as necessary, * ^ 

AH questions concerning changes in the evaluation of a student 
transcript shall be cleared with, the College official who signed the 
section of the "evaluation involved. Changes, if made*by that official, 
shall Jbe sent to the Director of Admissions and the department head 
concerned for transmittal to the faculty adviser. 

Unless a student has officially changed curriculum, or leaves 
and returns to Eastern as a re -admitted student, he will generally . 
remain with the same adviser throughout his college career,, 

"General Studies" students shall be assigned to special advisers 
by division chairperson of the areas most appropriate to the s,tudent's 
interests. 
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tHAPTER III 
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COMMITTEES 
COMPOSITION AND FUNCTION 
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3001 - GENERA L POLICY ON COMMITTEES ' 

— * ^ 

In 1961 the, Academic Council endorsed the existing method of 
making appointments to standing Committees. This method involved the 
following considerafioiis: 

L Committees and their composition are approved by the Academic 
Council, except for the Committee on Rank and Tenure. The 
composition of both the Academic Council and the Committee on 
Rank and Tenure are subject to the approval of the faculty. , 

2. The Chairperson of an appointed conmiittee shotild have some 
^ay in the composition of the committee under his direction. 

3. ' Faculty members who wish to serve or do not wish to serve on 

particular conunittees should be given full consideration. 

4. Student membership is encouraged on appropriate committees, 
and during the 1969-70 year the Academic Council agreed to 
ii^lude three students on* such committees. 

In addition, special committees may be suggested by the President 
or. Academic Council and their composition and function appdroved by the ^ 
, Academic CounciL With the 1973-74 year the Academic Council did not 
wish to give conc^n to approval of membership. 



3002- ACADEMIC COUNCIL 
Composition 

L The Deah of Faculty and Academic Vice President shall 

serve as cha^irperson and will be able to vote in case of a tie. 
The chairperson will have the power to summon other persons 
to attend council meetings as consultants or witnesses. 

2. Four faculty members to be chosen from full time instructors 
by a vote of the faculty or by appointment by the Faculty Senate. 
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3. Four Administrators to be elected or selected frotn and 
by the members of the administration. 

4. Four students to be selected either by an election or 
appointment by the Student Senate. u 

Function ' 

The Academic Council is constitute<:| as fhe highest level policy 
making body at Eastern Montana College concerned with Jhe academic 
program of ti^e institution. As such, all basic policy considerations 
related to the academic a.ctivities'bf the faculty and students come under 
its purview. The Academic Council is charged with the responsibility 
o^ reviewing and evaluating existing* programs and policies and 
fofinulating replacement or new ones as the occasions demand. In 
executing :this charge, the Academic Council in effect, recommends 
action to the Pntsident'of the College, and regardless of the point 
^of origin, all committee recommendations relating to ^e academic 
policy clear finally through the Academic Council. 

Procedural Guidelines for the Academic Council 

1. A proposed agendum item and attachment* to be considered 
by the council will be made available to the membership at 
least one council meeting prior to the meeting at which the 
item is to be finally considered. Except by a three- 
quarters vote of consent of the membef s present, all items 
shall have a first and sfecond consideration before final action. 

2. Agendum items for the Academic Council may be submitted 
by any committee to the Chairperson for those items ^ 
normally considered by the council. 

tf » 

3. Items not falling within the ordinary scope of the council 
•may be referred to the council for review and discussion. 
The council shall determine whether or not it wishes to 
consider the item. 

4. If and when procedures within normal channels Ijave been 
exhausted and a* person feels reconsideration of an item is 
merited, he may request the Academic Council to do so> 
and the council shall decide if it will consider that item. ^ 




3003 " ADMINISTRATIVE COUNCIL 
Composition 



. The Administrative Council is .composed of thieVofficers of the 
AdmWstration and such other members of the Institution as the 
President may deem necessary. Meetings are called by and chaired by 
the President* , ■ 



^ Fimction 
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The function of the At^ini^trative Coxmcil is to ^ordindte the 
poliQies of Eastern Montana Co|,lege through the;^^various>schpQle, 
divisions; deiKirtments/ committees, and indiyiduals of thesfampus, ♦ 
It is a policy interpreting and p^cy expediting conunittee%ut it doea 
not serve to initiate policy. Members of the factQty or officers pf 
the Administration may find.tiiis Cotmcil a goo(^ soprce for discussion 
of new ideas prior to their submission to the appropriate comnllrtee 
of the College. Items for the agenda shopld be submitted to ^e 
President. . ^ ^ , 
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3004 - COMMITTEE ON ADMISSIONS 
Composition (all chosen at large) 

Faculty - Two from each school 

Administration - Two ^ ^ * - ^ 

Students Tv/b " . 

Fimction 

a) Eetablish an Admissions Policy and Procedure consistent with 
regulations as set forth by the Montana Legislature, the State 
Board of Regents of the Montana University System, ?he Council 
of Prepidents, and the Academic Coxmcil. 

by Make decisions consistent with above policy on ca^s referred 
H to the Committee on Admissions by the Director of Admissions. 

c) Advise the Director of Admissions on all areas relating to Admissions; 



ERIC 



5^ 



* 3005 - COMMITTEE 01^- CONTINUING EDUCATION 



Composition 

The Committee on Continuing Education shkllK:onsist of the 
Director of Continuing Education, Chairperson, and af least one 
member^oteach division. 

Function ' • 

a) Recommend policies and procedures to the Academic ' 
Council for the efficient operation of the Continuing 
. Education Program. 

Advise the Chairperson i^i the interpretation of existing 
policies and procedur^^^ 

c) Maintain the integrity of. the program as it is offered 
through off -campus classes. 



3006 -.COMMITTEE ON ATHLETICS 



Composition ^ 



The Co^imittee on Athletics shall be composed of three 
faculty members including the Chairperson appointed by the 
^^.yPresideiit of the College, two representatives of the Athletic 
Department to be appointed by the President of the College, 
' President of the Associated Students, Financial ^ce President ^ 
of the Associated Students, two students to be elected at larg^ by 
the Associated Students plus the following ex officio members 
appointed by the President of the College: 

The Business Manager and Controller ot the College 
. The Registrar of the College , 
^ (Academic Coimcil, 12-13-68) 

Function - ^ . 

a) To establish, or whape appropriate, to recommend to 
the Academic Council policies concerning the relation- 
ship between athletic activitfes and the academic pro- 
gram of the College and insure that such policies are 
^ follovj^d. ' , ^ 
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b) To act as adviser to tJhfe Director of Athletics on all matters 
related to the athletic program, 

c) '^o consider the budget for athletics as recomniended by the 
Director of Athletics and to make such budgetary recommend- 
ations to the Student Legislature as the Committee deems 
necessary for the effective functioning of the, athletic program, 

d) To recommend to the Academic Council rules of eligibility 

/ for intercollegiate participation consistent with the require - 
^ ments of the Frontier Conference and to establish such 
organization aS may be necessary for the enforcement of 
eligibility rules. ^ 

^) To approve general scheduling procedures and the involvement 
of athletic teams in all non-scheduTed activities. 

f) To assist the Director of Athletics in the promotion of 

sportsmanship on the part of players, students and fans of 
, Eastern Montana College. 



3007 - COMMENCEMENT COMMITTEE 

Composition ^ 

There is no set munber of members but the*6ommittee shall in- 
clude the Director of Information and the Registrar. 

. (AcadenUc Coxincil, 9-22-70)- 

Function ^ 

a) To make such recommendations to the President, concerning the 
Commencenient Exercises as it feels appropriate to tjfie proper 
conduct of the Commencement Convocation and related commence- 
ment events. 

b) The President may wish to deliver the Commencement "Charge" 
address or may request the Committee to provide a list of 
potential speakers from which to nominate and elect a speaker. 

c) The Conjunittee will nominate one of the two campus pastors on a 
rotation basis. If neither pastor can serve, the Committee will 
obtain a local pastor to serve at the Conamencement Conovocation* 
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d) The Committee receives the nom^tions of Faculty and Grand 
Marshalls from the Faculty 'Senate then recommends the nom- 
inations to the President. 

e) The Committee shall make all appropriate arrangements re- 
quired for the proper conduct of the commencement exercises 
and the President's reception. 

f) A complete log of commencement-activities shall be main- 
\ tained in the Office of Information. 

(Commencement Committee Minutes" 
revised, June 27, 1974) 



3008 - CO MMITTEE ON COMPUTER UTILIZATION 
Composition 

The compositiqn^f the Cbmmittee cHi Computer Utilization shall include: 
Business Manager, Chairperson 

Director of Computer Center s 

Controller ; ^ 

Registrar 

Two faculty members from Liberal Arts • * 

Two faculty members from Education ^ 
Two students (appointed by ASEMC President) 

Any administrators, faculty members, staff members or students inter- 
ested in the function of the Computer Utilization .Committee may ask to be in- 
cluded on the mailing list and/ or may come to the meetings of the Computer 
Utilization Committee and participate in the discussion. 

\ A regular committee member may, delegate by proxy his voting right 
tj> an alternate should that regular committee member not be able to be present 
at a meeting. 



(Academic Council Minutes 12/5/74; 
Memorandum 137, Page 600) 
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Function 



a) To assist the Director of Computer Services In establishing 
policies and procedures relating to the Computer. operation. 

b) To.establlsh, or where appropriate, to recommend to aca- 
' demlc and administrative areas policies and procedures 

concerning computer usage. 

c) To review recommendations submitted t)y the Director of 
Computer Services. 



3009 - UNASSIGNED 
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^ ■ 3010 - DISCIPUNARY COMMITTEE 



«5> 



ERIC 



3010 - I. - HONOR CODE COMMITTEE 



Composition \ ^ 

The Honor Code Committee shall be composed of three students and 
three faculty members. One of the faculty members shall serve as a non- 
voting chairperson. Student member s*shall be nominated by the President 
of the Student Senate; faculty mem±)ers be nominated by joint recommend- 
ation of the Dean of the School of Education and the Dean of the School of 
Liberal Arts. The President of the college shall appoint all members of 
this committee. 
/ 

Function 

a) To further the principles of academic honesty by judging cases 
in which such honesty is in question and to recommend appro- 
priate general pcJlicies on academic honesty. 

b) To try to develop among faculty and students a common 
interpretation and definition on cheating and plagiarism. 

. t) To determine the guilt or innocence of a student under tJaese 

interpretations; and recommend appropriate disciplinary action. 

\ 

1 



3010 - II. - STUDENT AFFAIRS COMMITTEE * 

Composition ' . , 

This agency shall be composed of three faculty members and two 
students. In addition, there shall be a non-voting chairperson, either 
the Dean of Students and /or Assistant Dean of Students as the President 
may designate. The President shall appoint the five members of this 
committee upon recommendation by the Dean of Students. 

Function 

The Student Affairs Committee is the disciplinary committee 
for matters concerning the student community. Cases referred to the 
committee are generally, but not exc^sively, concerned with non- 
academic behavior of students. The purpose of the conmiittee is 
judiciary. The committee will determine whether a student committed 
an alleged offense, what penalty, if any, might be appropriate, and 
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to insist upon the most scrupulous observance of procedutal diie 
process coupled with an equal observance of substantive due process. 
The committee may exercise original jurisdiction in serious or 
unusual cases and it exercises appellate jurisdiction in both sub- 
stantive and procedural matters heard by any lower agency. 



\ 

3011 - COMMITTEE ON FINANCIAL AID 
•Composition 

There is no set number of members but it will have the Director 
of Financial Aid as Chairperson and include the Dean of Students and the 
Business Manager and Controller as ex officio members. 

Function 

Tbe Committee on Financial ^d has the responsibility of 
determining: 

L The policy which regulates all financial aid distributed 
through the Eastern Montana College OfficeTof 
Financial Aid, 

2. The minimum requirements needed to be eligible to 
receive tinancial aid, 

3. The distribution of all out-of-state waivers between 
athletic and non -athletic areas. 

4, The approval or disapproval of all applications for 
financial aid. 

5, The recipients of all special scholarships in which the 
/ recipients are not named by the sponsors* 

J 
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3012 - GRADUATE COMMITTEE 
Composition 

The Graduate Committee shall be appointed by the President from 
the Graduate Faculty. It shall be composed of ten meiyibers, ^ including 
the Chairperson, on three year appointments. Members may be appointed 
for more than one term. The Director of the Graduate Program will 
serve as Chairperson of the Committee and will hold a continuing appoint- 
ment on the Committee. 

Bunction 

The Graduate Committee is responsible for the developme^ of 
policies related to the Graduate Program. The dxities of the Committee are: 

1. To recommend to the Graduate Faculty matters related ^to 

objectives, standards, admissions of students to the graduate 
program, student programs of study, coiirse requirements, 
^ proposed changes in the program, advancement of students 
for candidacy, and any other matters directly related to the 
graduate program. ^ * 



2. To recommend action concerning stiMhig, facilities, and 

budget to the appropiriate departments or divisions concerned. 

S To conduct a cont^uiiig evaluation of all aspects of the 
graduate program. 



3013 - COMMITTEE ON IN DIAN EDUCATION 
Composition 



The Committee on Indian Education shall consist of the Coordin- 
ator of Indian Culture (Chairperson); six faculty members, one of whom 
shall be a representative from the Student PersonnebDivision; and three 
students appointed by the President of the Associated Students. 

Function ^ \ 

The major purpose of this Committee is to improve the opportun- 
ities for academic and social success of Indian students at Eastern, and 
for persons in other Indian -oriented programs in which Eastern is involved. 

Er|c - 62 ^ . 



(3013 - continued, p. 2) 

The primary function of thelCommittee shall be to advise the 
Coordinator of Indian Culture on programs and needs of Indian students. 
The Committee will serve as: 

a) A coordinating vehicle for programs for Indian students in 
order to promote good communication across the campus. 

b) A clearing house on existing programs and place where 
they may be evaluated. 

c) A vehicle for reviewing new programs and services. 

, d) A place where recommendations for appointment of faculty 
and/or staff of Indian programs may be made. 



3014 ^ COMMITTEE ON INTERNATIONAL EDUCATION 
Composition 

There is no set number of members but it shall include three 
students appointed by the President of the Associated Students. 

Function , ' 

The Committee on International Education recognizes the 
importance of expanding the educational resources of Eastern Montana 
College in order to promote mutual understanding and cooperation 
among the nations of the world. It is, therefore, the puifpose of this 
Committee to assist and encourage those activities at Eastern Montana 
College aimed at promoting internatibnal education and to take the 
initiative in introducing new activities or programs that will give 
the campus a deeper insight into other cultures of the world. 



\ 
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3015 - LIBRARY COMMITTEE 



Composition 

The Library Committee shall be composed of the Librarian/ 
Director of Instructional Media, eight members of the teaching faculty, 
and two students. 

Faculty members shall be appointed by the President of the College 
upon recommendation by the Academic Vice President, Faculty members 
shall serve two year terms with four appointed each year. Faculty 
membership shall include at least one member from each academic 
division or equivalent but no more than one from any single department. 

Student members shall be appointed by the President of the 
Associated Students. Student members shall serve one year terms. 
Student membership shall include one undergraduate student and one 
graduate student. 

Function 

The purpose of the Library Committee Is to advise the 
Librarian/Director of Instructional Media on matters of general 
library policy, including policies relating tb Audio -Visual "Services, 
and to serve as liaison between the Library and the faculty and students. 



3016 - COMMITTEE ON; OPyE RATIONS 
Composition 

The Operations Committee is to consist of two members of the 
College Admmlstration, two representatives of the Faculty Senate, two 
representatives of the Staff Senate, two representatives of the Student 
Senate. The Physical Plant Director and the Chief of Security will serve 
fat a non -voting capacity." The Senates shall be permitted alternates for 
these representatives. 



(3016 - continued, p. 2) 



Function ^ , v 

The Operations Committee reconunends to the College Admin - 
istratipn actions and/or policies concerning problems which are related 
to the operation of the physical plant at Eastern Montana College. 

The Committee's responsibility shall include, but not necessar- 
ily be limited to, the following areas: . ^ 

1. The safety of *all persons whfle on campus. This will include 
such items as fire prevention, fire fighting, traffic control 
and safety. 

2. The maintenance and development of the campus in terms of 
.landscaping, location bf physical plant additions, etc This 

will include such items as location of sidewalks, .buildings, 
parking lots, roadways. 

3. The care and maintenance of^the campus buildings. This 
will include such items as day-to-day housekeeping, paint- 
ing schedules, and security measures. 

The underlying purpose of the Qomftiittee shall be to assist the 
College Asm^ihistration in securing the optimum educational service from 
the available physical facilities and* at the ,saine time to maintain and 
wherever possible to improve the appearance of this beautiful campus. 
To this end this Committee might w611 be considered as a liaison be- 
tween those persons using and those persons responsible for the campus. 

(Memorandum 94, page 353 
Academic Council Minutes) 



3017 - COMMITTEE OI^RANK AND TENURE 

I. Scope . ^ 

The Rank and Tenure Committee will have the responsibility for 
making recommendations to the President concerning: 

1. Which positions are entitled to academic ranlc 

2. All advancements in academic rank. 

3. All initial appointments a^Dove the rank bf Assistant Professor. 
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11. Composition ^ 

The and Tenure Committee will be composed of the following voting 

members: ' 

Dean of Faculty, Chairperson, " 
Two representatives of the administration appointed by the President. 
Six elected faculty members who meet the following criteria for 
election and/or service on the Committee: * • 

a. They shall hold the rank of Professor. 

b. They shall have permanent tenure. * 

c. They shall not hold any position in the College whereby 
they are involved in making recommendations for the * 
rank and/or tenure of any other faculty member. 

If any ellgiple faculty member does not wish to serve, the Dean of Faculty 
should be notified at the beginning of the Fall Quarter. 



1. 
2. 
3. 



Prior to the annual election or whenever a replacement election is held, 
the^Dean of Faculty with the advice of the Rank and Tenure Committee shall 
examine the list of eligible faculty meml^ers to make any corrections on the 
i>asis of the above criteria. 

The elected members shall serve three-year terms with two elected 
eacfi year. 

III. Functions , ^ 

1. At the time requested by the Chairperson of the Committee, the Immediate 
supervisors of faculty members concerned wQl originate and forward through 
the appropriate administrative channels recommendations for promotion and 
tenure for personnel who meet the minimum quantitative standards. It shall 
be the duty of the Committee to discuss and evaluate the recommendations of 
each supervisor and to recommend appropriate action to the President of the 
College. 

2. A faculty member who has met the minimum q^uantltatlve standards for a 
promotion in rank but does not receive one, shall be entitled to an explana- 
tion from the Chairperson of the Rank and Tenure Committee. The oppor- 
tunity for additional explanations f^onr^d appeals to thb Committee shall 
be at the discretion of the Committee. 

3. The Committee on Rank and Tenure shall be /responsible for considering 
and recommending changes in policies at th0 request of the Committee 
Itself, the faculty, or the administration. 

6G 
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IV. Procedures *' • ' . ' 

The Rank' and Tenure Committee shall develop operating procedures which 
shall be published in the Faculty Handbook. In addition, these procedures should 
be constructed within the general framework of the recommendations prepared by 
the' Faculty Senate's Ad Hoc Committee on Rank and Tenure as adopted by the 
Faculty Senate. \ ^ 

V. Minimum, but not automatic, quantitative requisites for various ranks. 



Rank 



Professor 

Associate 
Professors 



Degp^ee and/or 
oth^ educat ion 

Earned doctorate 



Assistant 
Professor 



1. Earned doctorate 
In exceptional cases Associate 
Professors without doctoral degrees 
may be considered for proriiotion to 
Professor on the basis of outstanding 

^ professional achievement since their 
last promotion. 

2. Master's degree and admission to 
candidacy for Doctor's degree with 
at^least 24 quarter hours irfan 
approved program. 

3. Master^s degree plus 48 hours beyond 
Master's .applicable to field of teaching 
in which person is engaged. 

1. Earned docprate 

^. Master's degree plus-^O quarter hours 
of graduate work. . ^ 

3. Master's degree plus 18 quarter 
hours of graduate work. 

4. Master's degree 



College teaching 
experience in years 
or equivalent 

8 ' 

(6 at college level) 
' • 5 



Instructor 



Master's degree 



8 

8 

0 

1 

2 
3 

0 



ERLC 



VI. General qualitative trlterla for determining rank and granting promotion and 
tenure. - ^ 

NOTE: The following subjective criteria are intended to en- 

courage further development of those qualities in a 
, faculty which contribute to successful classroom 

teaching, to satisfactory professional growth and to 
thc4iciulemic jjrowth and success of the Institution. 
The criteria arc designed to serve only as guides 
arid not to be regarded as definitive; furthermore, It 

67 
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will not be expected that a faculty member will meet all 
criteria equally well. 

» • , 

1. Professional growth|^d development . 

Certainly evidence of scholarship should be definit^y. expected of . ' 
candidates for the ranjc of Professor or Associate Professor, and 
desired of All faculty members. Publications by the candidate 
justify confidence in his professional development; however, it 
is^ecognize'cf that this is only one type ofj evidence. The nature 
^ ^oFthe College almost precludes the possli^ljty, even if 4t w^re * 

desirable ol bringing together a faculty of specialists who^are* 
known by their publications. Rather, broad and wide ranging ^ 
intellectual interests will probably be considered as valuable , ' 
characteristcs for a faculty member, j^ontinued graduate workv 
beyond the Master's degree, particularly as it is directed toward 
the doctorate; travel, whenever it is, purposeful; actual participation 
in the conferences ind other activities of professional societies; 
and self improvement of many other sorts will indicate the decree 
of intellectual drive possessed by the faculty member. , / 

2. Success as a Teacher. . 

■ — ft 

Candidates for promotion i^ould show, a positive attitude toward 
their profession and the work they are in. Although actual results 
achieved by teachers in the cla^sroon) are avowedly difficult to 
evaluate, the members ^ the Committee on Rank and Tenure realize 
that a faculty member's value to the College is largely dependent 
upon success as a classroom teacher. The Chairperson and the 
Committee may therefore use various means in an attempt to evaluate 
such success. 

3. Service to the Institution .- 

J* ■ 

^Service to the Institution is considered an essential guideline in 
evaluating candidates for promotion. Such sei^ice may be evidenced 
by an attitude of general helpfulness, a cheerful and satisfactory ' ^ 
performance of all duties assigned by the Board of Reg^ts and the 
President, support of all policies to which the College is committed, 
' and by the initiative taken and the value of suggestions made for the 

advancement pf the College and the service offered by it.^ 

4. Hi gh ethical standards . . 

Candidates for promotion should evidenc^a strong loyalty to the 
objectives, alms, and ideals of the College. Uncritical accept^ce 
of the College as It Is does not serve this purpose., but neither does 
carping criticism. The ethical faculty member wilt not ^efu8e to 
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discuss constructively the problems of the College with other 
faculty members and inq^lririg and mature students, for thus 
the students may be^able to reach more mature conclusions 
about their immediate world, but the teacher will not engage 
in the petty practice of censure of his colleagues on the faculty 
and the administration. The standards of the personal life of a' 
teacher must, almost of necessity, be high. The teacher will 
certainly not seriously deviate from the accepted behavior 
norms of the community. - . 

5. Acceptable character and personality . 

Candidates for promotion should be respected by their students 
and colleagues as persons of integrity, courage, tact, and a 
sense of humor. They should contribute to the life of the whole 
College and community. The candidates should evidence good 
taste in appearance and manner." . 

Vn. Inter pretationo . , , 

1. **Master^s Degree*' may be recognized by graduate study of^t 
least 45 quarter hours beyond the bachelor's degree in cases 
whei^ the degree has been by -passed in a doctoral program or 
in cases where other degrees may be deemed equivalent to a 
''Master's Degree 

■ J 

2. In ex;ceptional"cases, highlyyde sir able teachers maybe employed 
at.the rank they may hold in other institutions, despite their 
standing under this policy. 

3. Years of "college teaching experience" or equivalent experience 
.shall be calculated on a school year basis, wltii at least one 

semester or two quarters of service in any one year required 
to qualify as a "year". ^ (Tinle on official "leave of absence" from 
' ' Eastern shall count in the same manner as if the member had 
been on ^tual teaching duty.) ' " T * 

4. In case it may seem desirable to appoint a faculty member whose 
^professional attainment;^ wfcld not permit an appointment under 
this policy, it is provided that the appointment may be made as 

. that of "acting,!', as follows: ' ' \ 

ao Such appointment shall b^^limited to a period of 
three years. 

b. Within tliis period > conditions must b^e met to re- 
move the,^^ng statifs. 
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» * 5. , Nothing in this policy shall be inteipreted to disturb the employment 
of any faculty member now under appointment insofar as continiiance 
in present rank is concerned. However, advancement to a higher 
rank shall be dependent on conformity to this policy. 



3017. 1 - DETERMINING YEARS OF COLLEGE TEACHING OR EQUIVALENT 

1. Credit will be given for an academic year only; a fiscal year will 
count for no more than an academic year; no additional credit 

will be granted for summer session employment; and, no fractional 
total will be used. 

2. Full time college teaching in a regionally accredited institution 
will be counted at 100%. 

3. Fjull time college non-teaching professional responsibilities of 
persons holding professorial rank, or a combination of teaching 
with such responsibilities, will be counted at 100%. 

4. Full time graduate assistantships will be counted for college*" 
teaching equivalency at 50%; however, total equivalency credit 
will not exceed one year. Graduate assistantships must be 
certified by an appropriate dean ir^^the college or university 

'concerned before the end of the first quarter of an assignment 
• to a position a^EMC. 



5: Full time professional experience in an accredited elementary/ 
secondary school system will be counted at 100% for the first two 
years and at 50% for the subsequent ten'years for a total not to 
exceed seven years. 

6. College teaching experience equivalent for non-academic experience 
will count only if clearly relevant to the professional assignment 
at EMC and will be granted only upon recommendation of the 
appropriate administrator followed by special review by the 
Rank and Tenure Committee. Such experience equivalency as 
granted will be counted at 100% for the first two years and at 50% 
for the subsequent ten years for a total not to exceed seven years. 
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7. Sabbatical leaves of absence will be counted at 100%. Leaves of 
absence without pay will be counted at 100%. Only scholarly leaves 
of absence for no more than one year will count as part of the pro- ° 
bationary period unless, the individual and the institution agree in 
writing to an exception to this provision upon recommendation of 
the Sabbatical Leave Conimittee at the time the leave is granted. 

8. The faculty naemt)er will have the privilege, of appeal to the Rank 
and Tenure Committee on any relevant question. 



3018 - REGISTRATION AND ORIENTATION COMMITTEE 

n 

Composition 

There is no set aumber of members but the Committee shall include the 
Dean of Students^ th^ Busirress Manager and/or ConCroller, the Registrar and 
two students appointed by the President of the Associated Students. 

Function 

The Registration and Orientation Committee is responsible for:. 

1. The establishment and implementation of policy ai^d procedure related 
to the general orientation of first-time -in-coUege freshmen. To plan 
and conduct the annual Orientation Week with special attention to such 
aspects as: 

a. The academic orientation of students. 

,b. Schedule -of -activitiesT bulletin and attending publicity. 

c. Orientation to residence halls and campus facilities. 

d. Convocations, informational assemblies, mixers, and dinner. 
\ e. Testing. ^ 

f . Receipt of registration packets and mass advisement. 

g. Social and recreational orientation. 

h. President's reception. ■ ^ 

2. Developing policy concerning student registration. The Committee 
. Is also responsible for the planning and conduct of the quarterly 

registration of students and the specific provisions attending im- 
< ' plementation of those policies established by the Committee. 



3. All matters related to registration and orientation. 



Revision 
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3019 - SCHOLARSHIP REQUIREMENTS COMMITTEE 
Composition 

The Committee consists of the Academic Deans (Co-Chairperson), 
the Registrar (Secretary), the Director of Counseling, and three faculty 
representatives from each school. 

Function 

1. To interpret all academic regulations. 

2. To consider all deviations from academic regulations 
submitted to it by petition. 

3. To act on all appeals from Academic probation and 
academic suspension. 

4. To report to the Registrar for inclusion on permanent 
records all actions taken. 

( 5. To review periodically current academic regulations 
I and recommend modifications or needed clarifications to 
the Academic Council. 



3020 -.TEACHER EDUCATION COMMFTTEE 

— ' ^ 

The Teacher Education Committee is a standing committee of the 
College. Its composition, its purposes, and its functions are approved 
by the Academic Council. Normally, it makes its recommendations to 
the School of Liberal Arts and/or the School of Education. However, it may 
make recommendations to the /&ademic Council upon a two-thirds vote of 
its memt)ership. 

The professional part of the curriculum designed to prepare teachers 
is an all -institutional approach and the primary responsibility lies with the 
faculty of the School of Education working cooperatively with the educational 
profession at large. This professional studies component covers all re- 
quirements that are justified by the work of trie specific profession of 
teaching. 
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The content for the teaching specialty refers\p the subject matter and is 
the responsibility of the respective academic departments. The Teactier Educa- 
tion Committee shall act as a liaison to help in coordinating the selection of 
this content. It shall act as an agent for the faculty of the School oTl^iberal 
Arts and the School of Education, and its findin^^s/ suggestions, and actions 
shall constitute recommendations to the faculty of both Schools. 

The identification and-selection of courses and other learning experiences 
which are directly related to teaching and learning theory and to, laboratory and 
clinical or practicum experience are the responsibility of the faculty of the School 
of Education. Recommendations concerning teaching and learning theory with 
appropriate laboratory and clinical or practieum experience may be made by 
the Teacher Education. Committee to the Dean and the Faculty of the School 'of 
Education. However, the design, approval, and continuous evaluation and 
development of the professional studies component, including the systematic 
study of teaching and learning theory with appropriate laboratory and clinical 
or practicum experience, are the primary responsibility of the faculty of the 
School of Education. 

Composition 

The TeacKeF^ducation Committee shall be composed of fifteen (15) 
members. The Chairman shall be a faculty member of the School of Education, 
and the Chairman shall not vote unless the vote is by ballot or in case of a tie 
vote. 

Dean of the School of Education 

Dean of the School of Liberal Arts- ^ 

Coordinator of Teacher Certification 

Director of Campus School 

Ref)resentative of School District #2 

Coordinator of Student Teaching 

Three Teaching Faculty of the School of Liberal Arts 
Three Teaching Faculty of the School of Education 
Three Students in the Teacher Education Program 

Functit)n ^ 

' The function of the Teacher Education Committee is to coordinate the 

Teacher Education Program on a^oUege-wide basis, to conduct a continuing 
review of all policies affecting teacher education,* and to make, recommendations 
for the improvem/nt of the teacher education program at the College. All 
recommendations concerning programs and policies affecting applicants and/or 
enroUees in the Teacher Education Program shall be regularly routed to the 
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Dean of Education for presentation to the faculty of the School of Education, 
(It should not be possible for any change in these programs or policies to 
bypass^the faculty of the School of Education, ) The Teacher Educatioji 
Committee is primarily an advisory committee --not a decision-making body; 
its function is pr^imarily to make recommendations to the faculty of the 
School of Liberal Arts and the School of Education concerning their programs 
and policies, \. 

In addition to its functions as an advisory committee, the Teacher 
Education Committee shall serve as an appeal agency for students. Its 
appellate jurisdiction shall be limited to the following requests for excep- 
tion to or deviation from: 

1, the standards of admission and/or the procedures of 
admission directly, related to student-teaching courses 
and to the Fall observation experience; 

/ 

2, the assignment of student teachers to e stablished student- 
teaching centers; ^ 

3, overloads of course^work.proposed to be carried by a 
student concurrent with enrollment in a student -teaching 
course. 

However, the Teacher Education Committee shall not consider or act 
upon any student request unless the appellant has first submitted the appeal 
to the Coordinator of Student Teaching for his approval or disapproval with- 
in the guidelines of his authority. Additionally, the Committee shall not , 
act upon any appeal without written recommendation of the Coordinator of 
Student Teaching, 

(Academic CouncU, 
12/13/74, Memorandum 
139, page 606, item 4) 
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CHAPTER IV 



' THE FACULTY ORGANIZATION AND REGULATIONS 



4001 - FACULTY COUNCIL 



Composition 

The Eastern Montana College unit of the Faculty Council is 
copiposed of three members of the Faculty Senate - the President of 
the Senate during his or her term of office and two additional senators 
each elected in an alternating manner by the Senate from those Senators 
with three years of remaining service which shall be concurrent with 
their term on the Council. 

Function- 

The Faculty Council shall be the official representative of the 
faculties of the Montana University System to the Board of Regents and 
the Commissioner of Higher Education. The purpose of the Council 
shall be to consider matters of interest and importance to the faculty 
(curriculum, budgeting, legislation, tenure, salary, working conditions, 
and fringe benefits) and to makesrecommendations to the appropriate 
bodies concerning these matters. ' ^ 

Travel Expenses 

*' The Board of Regents of Higher Education hereby authorizes 
and directs the payment of travel expenses and per diem in accordance 
with applicable law and regulations by the respective units of the 
Montana University System for not more than three delegates from the 
faculty of any unit to attend the three annual meetings of the Faculty . 
Council, and any special meetings duly called in accordance with 
Faculty Council by-laws, such expenses to be paid for those duly 
authorized meetings of the Faculty Council held at Helena or at the 
location of a unit of the university system. " 

(Item 4 - O15-R0574,May 20, 1974) 
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4002 - FACULTY SERVICE COMMITTEE 



Composition 

The Faculty Service Committee is composed of one member on 
permanent tenure appointed by the Chairnjan of the Board of Regents of 
Higher Education, one member on permanent tenure aj|X)inted by the 
President, and one member on permanent tenure elect^nSy the faculty. 

« 

Function 

It^shall be the purpose of the Faculty Service Committee to 
fulfill the obligations set forth in paragraph 8 of "Regulations in Regard 
to Tenure of Office of Instructional and Scientific Staff", which 
regulations constitute a part of the contract covering faculty members 
in this College and in other unitg of the University System. 

* It shall be the duty of the Committee at the direction of the 
President of the College or upon the request of any member of th^ staff 
whose removal is proposed, or who is under suspension, to inquire 
into the case and to submit a report of its findings to the President and 
to the '^taff member involved, with the understanding that the President 
shall transmit a copy of said report to the State Board of Education. 



4003 " FACULTY SENATE^ 
Constitution 



/ 



PREAMBLE 

To assure the orderly development of our educational programs 
and policies; to facilitate communications and cooperation among 
officers of t±ie administration and ourselves as college facultj^; 
to promote the stable and continued improvement of higher ed- 
ucation in t±ie State of Montana; and to provide for the academic 
and professional welfare of the faculty; we, the faculty at 
Eastern Montana College do hereby subscribe to this document 
as a constitutional statement of our Faculty Senate and its various 
functions and responsibilities. 

Article I - NAME 



The organization herein defined shall be known as the Faculty 
Senate of Eastern Montana College. 

A rticle II - MEMBERSHIP 

/ 

The Faculty Senate shall consist of twelve members elected from 
the ^neral faculty with the qualifications that no more than two 
senators may serve simultaneously from any one department. 

Section 1. Qualifications for Senators 

^ Elected member^ of the Senate shall be chosen from the 

faculty of EasterA Montana College subject to the following 
requirements: 

a. The memtier shall have completed at least one 
academic /ear of service at Eastern Montana College. 

b. Not more than twenty-five percent of the member's 
college duties shall be administrative. 

0 

Section 2. Qualifications for Electors 

For voting purposes the faculty shall be defined as those 
persons holding full-time positions at Eastern Montana 
College and having academic rank- 

7G ^ 
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Section 3. Term of Service 

Except tor the first election, senators shall be elected 
for a term of three years. In the first election the 
terms shall be for one, two, and three years. 

Section 4. Credentials Committee 

To implement Sections 1 and 2 of this article, the 
Senate shall appoint from its own members a credentials 
committee to nile^on questions relating to qualifications 
of electors and senators. 

Section 4. Senate Officers 

The Senate shall elect from their own members a 
President and a Secretary for a term of one year each. 
The election shall be held during the last full week of 
classes of spring quarter. The officers shall rediain 
in the office until successors have been duly elected. 
The President or his or her design^ite shall preside over 
all meetings of the Senate and over all general faculty 
meetings called by the Senate. The Secretary shall be 
resfK)nsible for the maintenance of all records and 
^ communications^ pertaining to thfe Senate. 

Article III - ELECTIONS ' ' 

Section 1. Dates 

Regular elections shall be held annually during the 
month of April with the elected\, senator; s term start- 
ing the first day of the last full week of classes of 
spring quarter. SpebiSl elec:tion^';i^hall be held promptly 
for the unexpired te^rni in cases of viican-cies. 

Section 2. Election s Committee 

To Implement Section 1 oithis article the Senate shall 
' appoint from its own members an elections committee 
to conduct all ^elections. 
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Article IV - RESPONSIBIUTIES AND POWERS 
Sectron 1. Representing the Faculty 

/ 

The Faculty Senate shall be the respresentative body through, 
which the faculty shall normally exercise its powers. The 
Senate shall have power to act and speak for the faculty on ail 
matters concerning the faculty except for the graduation of 
students. Any action of the Senate may be, reviewed at a general 
meeting of the faculty upon a written request signed by ten 
percent of the general faculty and submitted to the President 
of the Faculty Senate. n 

Section 2. Maintaining Communications 

The Faculty Senate shall be concerned with the maintenance 
of effective channels of conununication between the teaching 
ajid administrative faculties' and shall make available to the - 
President of the College informed and representative council 
and opinion on the affairs and problems of me college. It ^ 
may function either on request or on its own initiative, ^ 

Sefction 3. Examining Policies and Consulting 

The Faculty Senate may examine all matters related to the 
general welfare of the college and faculty, and shall be charged 
with the responsibility of protecting the academic and pro- 
fessional welfare of the faculty. The Senate shall be available 
to both the teaching and administrative faculties for advice 
and consultation and as an agency for the dissemination of 
information. 

Section 4. Formulating Procedures - ^ 

The Senate, within the framework of the gonstitution, shall 
formulate those by-laws, rules, and procedures needed to 
fulfill its responsibilities and exercise its powers. 
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Article V - RATIFICATION AND AMENDMENTS 

Section 1. . Ratification of Cpnstitution 

This constitution shall be deemed ratified upon a mail 
ballot vote of .the faculty in which both of the following 
conditions are satisfied: 

a. The votes cast shall constitute at least an 
' absolute majority of the faculty. - 

b. The affirmative votes shall constitute at 
least a majority af the total votes^ cast. 

Section 2. Amendments to Constitution 

a. Amendments may be proposed by either a 
majority of the Faculty Senate or upon a 
petitition signed by at least ten percent of 
the faculty and present^ to the President 
of the Senate. 

b. Within five to fifteen days after an amend-r 
ment has been proposed it shall be submitted 
to the faculty for a vote and upon approval by 
two-thirds of the faculty, the proposed amend- 
ment shall become an effective part of the 
Constitution,' 



(Adopted Spring 1968) 

• (■ • ■ 
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4004 - I. - FACULTY - CONTRACTS 



The State Board authorized tf^adoptioa of an ^'academic ye^ 
contract instead of a "ten-:month" contract, with each unit of the University 
System being authori^ to designate the beginning and ending dates of 
each such contract as is deemed to be appropriate ander the circunastances. 

(State BoaTd 4/13/64) 

On December 9, 1974, the Board of Regents of Highe;: Education approved 
(1) Rules for Tenure and Ternunation, and (2) Professional Employment 
Contract. The underlined wordV!l!^ction 3 were added by the Board of 
Reg'ents of Higher Education January 16, 1974. . ^^'^ 

BOARD 01- REGENl^ OF HIGHER EDUCATION RULES FOR 
TENURE AND TERMINATION 

Conditions of Employment ^ 

1. Rank and Apppintments. 

Tenutable members of the professional staff of the institution 
shall be classified and r^ked, at the time of appointment or 
reappointment, as professors, associate professors, assistant 
•profess9rs, and instructors. All full-trme appointments to tli^ 
professional staff in the ranks 6f professor, associate professor, 
assistant professor, and instructor are of two kinds: (a) probationary 
appointments; (b) appointments with continuous tenure. 
\ • ■ ■ . ^ 

2. Probationary Appoijitments. 

Probationary appointments may be for onQ year, or for other stated 
periods, subject to renewal.- The total period of full-time service 
prior to the acquisition of continuous tenure will not exceed seven 
academic years, including all previous full-time service with the 
rank of instructor or higher in other fom;-year institutions of higher 
learning; provided hovyever, that not more than three years of service 
at such other institution(s) shall be credited toward theXcquisition of 
continuous tenure status; and further provided thift ally unit of the 
Montaa^ University System may require up* to four full-time academic 
years or its equivalent of servicerat the institution before making an 
, award of continuous tenure. 

i 

Tirpe spent on authorized leave of absence from the institution will 
not count as probationary period service, unless the member of the 
professional staff and the appropriate represenlative\of the institution 
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agr^e to ttie contrary, in writing, at the time leave is granted. 
Part -tirfe service, exclusive of graduate teaching assiBtantships 
and summer session appointments, may be given proportionate 
' value on'a pro rata basis in computing probatidnary service. The 
'member of the professional staff and the appropriate representative 
of the institution 'sha^^i,,,^ee, in wrjytirig, -to, the value of part-time 
service at" the time of iMtial appointment* 

3. Notice,^ . 

Regardless of the stated terma.or other provisions of any appoint- 
ment, written notice that a probationary appointment is not to be 
•renewed will be given to the member of the professional staff in 
' advance of the expiration of his or her appointment, as follows: 
.(a) not later tlian, March I of the first academic year of service, 
if the apfloinjtment expires at the end of that year; or, if a one -year 
appointment termin^tess during an academic year, at Least three : 
months in advance of its termination; (b) not later than December 
15' of the second ac^^demic year of service, if the appointment 
expires- at the^end of that ye^r; or, if a second -year appointment 
. termijpiites duVing an academic year, at least six months in 
advance of its termination; (c) at least twelve months before the 
expiration of an appointment after two or more-years of service 
aj:. the institution! The institution will normally notify members 
of the professional staff of. the terms and c^^ditioris of their 
.renewals by April 15 for the coming academic year, but in no case 
will such notification be provided Iqjter than-' ^5 days after the 
signing of the University System Appropriations Bill by the 
goveyjior. 

4. Non -renewal of Appointment of Non-tenured Faculty. 

A system of appeal from a non-renewal of contract determination 
may be developed by any of the separate units of the University 
System. The resolution of such appeal shall constitute final 
administrative review of such cases. 

. 5. * Contij;iuous Tenure Appointments . ^ ,k 

The appointment of a member of the professional staff b«eginning 
his or her eighth year or its equivalent of full-time service 
constitutes an award of continuous tenure status., If the institution 
does not.inteti^ to award tenu're with the eighth contract, the 
; member of the professional staff must, be sq informed by June 30 
af hj% or 'her sixth year of service. The appointm^fit\of a member 
of the^^ professional staff beginning his or her fifth year or its ' 
equivalent of full-time service at the institution in the r^k^of 
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' associate professor or of professor constitutes ah award of continuous 
tenure status, , 

Once the professional staff member qualifies for and is granted 
tenure, his professional faculty contract of employment, and his 
tenure, shall be with the appropriate-institution within the Montana* 
^University S|rstem and not with the Montana University System. 

6. Resigaatigns , ' > ' 



A member of the professional staff who wishes to, resign from the 
faculty shall normally give notice thirty (30) days after receiving 
notice of term of appointment for the succeeding academic year, 
orN|VIay 15, whichever is later. The professional staff memb9r may 
properly request ^ waiver of this requirement of notice in case of 
hardship or in a situation where he \A{ould otherwise be denied sub- 
stantial professional ^.dvancement or other opportunity. 

Transfer, of Titles. 



The offices and titles of deans, assistant deans, directors, heads 
of departments, and chairmen may be transferred by the president y 
of the institution, in his discretion, from 6ne member of the ' 
professional staff to another as the interests of the institution may 
require. . " . > ^ 

Termination of Appointments: . . 

8* Terminations. " v 



/Fermination of the appointimmt of a member of the professional 
staff on continuous tenure, orl)f a special or p^robationary 
appointment before the end of tflie specified term, may be effected^ ^ 
by the institution either for adequate cause, or not for cause as 
defined below. Terminations will not be employed as a punitive 
* measure or to punish '^ofessional staff meiifibers for th^ e?^ercise 
"of their right to academic freedoni or constitutionally guaranteed,, 
civil rights. * . - . 

9. Term iittt ions Not for Cause. 

Terminations not for ca.u§e are of two kinds;, (a) termination at 
normal retirement age; and (b) termination under unusual cir- 
cumstances due to demonstrably bona fide financial exigencies * * . 
of the institution, or demonstrably bona fid^ discontinuance of a - 
prpgram or depaftoient of instruction. 
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(a) Retiregient. 



When a member* of t±ie professional staff reaches the age ' 
of sixty -five'' years, his or her^* appointment to the professional 
staff of the institHtbon may be terminated at the discretion of 
the president of the institution after consultation with the 
appf'Opriate department, division, school or other administra- 
tive unit, such termination to be effective at the conclusion of 
the academic year in which the professional staff member's /*' 
birthday occurs; provided,* however, that notwithstanding t|i'e 
provisions of the professional staff^merifiber's contract, such 
termination may be had if the member's birthday falls on 
before August 31 foy.owing the close of the academic year; V, 
and provided further, that twelve months notice must be - 
given by the president of the institution of hi-s intention tp 
terminate a menibar of the professional staff at^age 
sixty -five. Jl 

• • * * 

If the professional staff member is not terminated at age • 
^ sixty-five, he or sh^*may be issued one-.year contracts 
• through the academic year ifi which the professional staff 
memb^ reaches his-onher seventieth birthday. Each 
of these one>-year contracts sliall be si^ject to an- annual 
review, and the president of the institution may, in his 
discretion, and after consuljation with the appropriate 
department, divisioni sahoot^or other administrative 
unit, terniinate the professional staff member upon the 
expiration of the existing one-yea^ ccttract. cJnder each 
one-year contract during this period ^tgM? pMfessional 
staff m^^naber must be given at le*st thf^e months' notice 
"if it is decided that^is pr her contract will not be renewed 
for tlie succeeding year. Retirement from full-time 
employment!? mandatory at the end q/ the academic year 
in which the professional staff membei:*reaches his or 
^hei^^seventieth birthday- ■ ^ . ' 



\ 



V 

(b) 



othing herein precludes part-time employment of the 
professid&kl staff metnber after his or her retirement 
from full-time servic(5'at any age. 

Financial exigency or cjiscoiHtinuance of pr.ografti or 
depar,tmcnt. , . « . , . / 

In a termination of appointment based upon bona fide 
financial exigency^ or bona fi'de discontinuance of a 
program or dbpartment of instruction, tht^ dismissal 
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pr-0cedures established in Section 11 (a) shall apply. 
In every case of a termination related to financial exigency 
or bona Adc discontinuance of a progrann or department of 
instruction, a momhex of the professional staff will be 
« given notice of termination as soon as practifcable, but in 
no case less than-twelve month* s notice. In the event 
that such notice is not given, the professional staff 
member shall be entitled to severance salary in a sum 
equivalent to his most recent annual contract salary. 

Before terminating an appointment because of financial 
exigency or discontinuance of a program or department 
of instruction, the institution will make every effort to 
place the affected member pf the professional staff in 
another academic positicTn for which he is qualified in 
the institution. If an appointment 4^ terminated before 
the end of the pericxl of appointment because of financial 
exigency, or bona fide discontinuance of a program or 
department of instruction, ,.the released professional 
staff member's position will not be filled by a replaceme;it 
within a periled of tWo year^, unless the released member 
has been offered reappointment and a reasonable time 
within which to either accept or decline. ^ ^ 



Terminations for Cause. 

Any professional staff member of the institution may be terminated * 
for adequate cause. Adequate cause is defined as: (a) conviction of 
a felony or a crime involving moral turpitude during the period of 
employment at the institution o:^ the willful concealment of such crime 
in malyjig application for employment; (b) failure to carry out the 
responsibilities of a prpfes§ional staff member j which failure must 
be directly and substantially related to the fitness of the professional 
staff membef in his or her professional capacity as a teacher or * 
resHareb^and (c) fraud or misrepresentation of professional 
preparatioiOft^complishmerits or experience in connection with 
initial hiring or'in the submission of materials for evaluation for 
promotion, tenure, or salary adjustment purposes. If the termin- 
ation for cause is based upon a failure to carry out responsibilities 
of a professional staff member because of unfitness related to 
medical or psychological reasons, such determination shall be ' 
based upon a preponderance of the evidence obtained at a hearing 
as provided in Sect\j>^rTl^^ 

11. Termination ProceduiCs. ' ^ 



~7~ 



The following procedures will be observed in cases of termination 
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not for cause based on financial exigency or discontinuance of a 
program or department of instruction, when the professional 
staff member whose termination is proposed so requests, and 
in all cases of dismissal for adequate cause. 

(a) Adjustments and Hearing . 

If appropriate request is made, the termination of any 
professional staff member will be preceded by: (1) 
discussions between the professional staff member and 
the president of the institution or his designated repre- 
sentative* The matter may be concluded by mutual consent 
at this point. (2) If the matter is not so concluded, the 
Faculty Committee on Academic Free(Jom and Tenure or 
a similar faculty committee may conduct a formal inquiry 
and shall prepare a written record. This inquiry shall 
constitute the, only formal hearing in those cases 
involving terminations not for cause based on* financial 
exigency or discontinuance of a program or department 
ofjnstruction. If an adjustment is effected in this manner 
' the matter shall be concluded. If the issue is not settled, 
the* Faculty Committee shall determine whether in its> 
opinipn further proceeding? should be undertaken. This ^ 
written opinion and the record shall be transmitted to 
the president of the institution. Such opinion will not 
be binding upon the president. However, his final 
decision shall be reviewable as provided in appropriate 
Board of Regents by-la^s. (3) In the case of dismissal , 
for adequate cause, and in the event the fof egoing 
proceedings have not effected an adjustment, the president 
or his designated representative shall cause to be'prepared 
a formal statement of charges, framed with reasonable 
'particularity, and shall sefve the statement of charges 
upon the professional staff member. 

* (b) Requ^ for Hearing. 

Within twentymo) days of the service upon him of the 
statement of charges, the professional staff member 
shall indicate, in writing, whether he desires a formal 
hearing. If no response is received, it shall be presumed 
that the prof^sional staff member declines his right to 
a hearing. Such initial hearing shall be conducted by the 
Committee on Service. • 
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(c) Committee on Service , 

The Committe^e on Serjs^ide will consist of one professional 
staff member on continuous tenure appointed by the 
Board of Regents, one professional staff member on 
continuous tenure appointed by the president of the 
institution and one prof-essional staff member on con- 
tinuous tenure elected by the Faculty Senate or similar 
faculty organization of the institution. The committee 
members shall serve a twelve -month term, to commence 
on September 1. Whenever a vacancy occurs, a successor 
shall be appointed by the appropriate body or individual 
to fill the unexpired term* A member of the commifliae 
will remove himself from the case, either at the request 
of a party or on his own initiative, if he deems himself 
disqualified for bias or interest. Any member so dis- 
qualified shall be replaced for the purposes of the hearing 
by a temporary member appointed by the Faculty Senate 
' in the case of the di^squalification of a member appointed 
by that body, or appointed by the president of the 
institution in the case of the disqualification of a member 
appointed by the Board of Regents or the president. Each 
party to a hearing will have one peremptory challenge. 

The Committee will serve notice of hearing upon the 
professional staff member whose dismissal is proposed 
at least twenty (20) days prior to its scheduled date. If 
the professional staff member whose removal for cause 
is pi;"oposed desires a hearing, he shall file his written 
response to the charges wjlth the Committee at least five 
(5]f days prior to the scheduled hearing date. 

If the professional staff member does not respond to 
either the written statement of charges or the notice of 
{ hearing, the Committee shall consider whether the stated 

grounds as suggested by the available evidence are ^ 
adeqliate for dismissal. If the Committee finds that the 
stated grounds constitute adequate cause, it may conclude 
without further inquiry that dismissal would be proper. 

The Committee, in consultation with the president of the 
institution and the affected professional staff memb^ will ^ " 
exercise its judgment ^s to whether the hearing should be 
public. However, the professional staff member' s request 
that the hearings be pi'iyate shall be binding on^the Committee. 

8G ^ ' 
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During the hearing the professional staff menaber shall 
be entitled to have an academic advisor and counsel of 
his choice. 

At the request of either party or the Committee, a repre- 
sentative of a responsible educational association shall be 
permitted to attend the proceedings as an observer. 

A verbatim record of the hearing will be t^en anid coRies"\ 
will be made available to the pro£s£sipft^staff member, ^ 
without cost to him, at hi^^^^r^cst. 

The burden of proof ifi a dismissal for cause shall r^st Upon 
the institution, anc^hat burden shall be ^satisfied only by 
a preponderance /f the evidence in thejecord considered 
ay a whole. 

The CommitteeWill grant adjournments to enable either 
party to investigate evidence as to which a valid claim 
of surprise is made. , 

The professional staff member >yill'be afforded an 
opportunity -to obtain necessary witnesses and documentary 
or other evidence, and the administ ration of the insti- 
tution will, insofar as it Xs possible for it to do so, 
.secure the cooperation of such 'witnesses ^ind make ayail- ^ 

• able necessary documents and othjer evidence within its 
control. 

* The professional .sta(f member and the mstitution will 
have thfe right to confront and" cross -examine all adver se 

, • ^ witnesses. When a witness cannot or will not appear, 

but the Committee determines that the interests of 
^ justice require adQiission of his or her affidavit, the 

Committee will idenhfy the witness, disclose his or 
her affidavit and give such statement appropriate proba- 
' ' tive weight ""in vreW of the parties' inabiUty to cross - 
, * , examine. ' " 

In the hearing o1 charge^^ of incompetence, the testimony ^ 
' will in-jlude that ofi^qualified faculty members from this, 
or other Cnsts^tutions of higher education- 

The Committee will not be b'ound by the rules of legal 
evidence, and may adiriit any evidence which is of 
probative valu^ in determining the 'issuds'involved. 
r / ^ " Every possible effort will be made to obtain the most 

f ' reliable evidence available. - 

' ,80 ' • 
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The findings of fact and the dec»*^.ion will be based solely 
on the hearing record. ^ 

^ Except for such announcements as may be required, 

noting the time of hearing, and the place, public state- 
ments about the case by either ^the professional staff 
member of the institution' s administration will be 
. limited so far as possible until the proceedings have 
i)een completed through final atlministrative review. 

The professional staff member and tfie president of 
the institution will be notified of the decision of the 
Committee in writing. 

The president of the institution will review the Committee's 
decision. If he disagrees, he will state his reasons in 
writing, and transmit them to the Committee j^nd the 
professional staff member. .These written reasons shall 
constitute a part of the rgcord upon final administrative 
review. 

Commissioner of Higher Education and Board of Regents Review. 

Final administrative review of the decision of the Committee on 
Service or of the I-^aculty Committee on Academic Freedom and 
Tenure, ox a similar faculty committee, shall be had before the 
Commissioner of Higher Education and the Board of Regents as 
provided in Article VIII of the Board of Regents by-laws. Such * 
review may be had upofi the request of the affected professional 
staff nfember, the president of the institution, or upon the deter- 
mination of the Commissioner or the Board acting on his or its 
own initiative! 

The Committee on Service shall transmit the record in the matter 
to the Office of the Commissioner of Higher Education when so 
requested by the affected professional staff member, the 
Commissioner, the Board or the pfesident, 

The Board's review will be based upon the record of the committee 
hearing, but it will provide an opportunity for oral and writt<2n 
presentations by the parties to the initial hearing. The decision , 
of the Committee will either be affirmed, reversed^ or remanded 
for the taking of additional tesj^imony or the gathering of additional 
evidence. If remanded, the procedures outlined in Section ,11 will^ 
be followed for cases of dismissal for adequate cfause. The 
decision of the Board shall constitute the hnal administrative 
determiijation of the matter. O 
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13. Suspension. - 

Untile final administrative determination has been reached, the 
professional staff member may be suspended, or assigned to 
other duties in lieu of suspension, at the discretion of the 
president of the institution* Before suspending a professional 
staff member pending final review, the president will consult 
with the Faculty Committee on Academic Freedom and Tenure. 
Suspension is appropriate only pendijug final administrative 
review, .and only when immediate harm to the professional 
sta^f member or others is threatened by his contin^iance. 
Salary will continue during the period of suspension. 



14.^ Disclaimer, 



No' provision contained in these rules and regulations is 
intended to constitute a surrender or diminution,^f any of 
the powers or prerogatives enjpy<jd by the Board of Regents 
of Higher Education under the Constitution and laws of 
Montana, nor shall these rules 6r the terms of any 
employee's contract in any way constitute an abrogayon ^ 
of or restriction on the! management rig^its of the Board 
of Regents of Higher Eflucation and Its.deHignated repre- 
sentatives under applicable coUective ^bargainijig agreements 
duly bargained with appropriate faculty arppre^entatives. 



Montana University System 
Twelve Thirty-One Eleventh Avenue 
Helena, Montana 

PROFESSIONAL EMPLOYMENT CONTRACT 

Date 



THE BOARD OF REGENTS OF HIGHER EDUGATION OF THE STATE OF MONTANA, on behalf 
of the named institution, hereby enters into a coo^ract of employment with 
the employee hereinafter named, such contract to be by and between the 
institution and' the individual and subject to the following stated- terms 
and conditions; and in the case of tenurable professionals, subject also to 
the rules and regulations of the Board of Regents of Higher Education 
governing tenure and termination. 



Insti tut ion_ 
Name 



Title 



Academic Rank_ 
. Department 



Tenure: Probationary Appointment_ Continuous Tenure^ 

Non-Tenurable 



Term of Contract: Academic ?ear_ From__ To_ 

' Fiscal Year \ From To_ 

^- - ' Other 



Annual Salar y I Payable in installments 

S^pecial Conditions I 



President ' ' *" Commissioner of Higher Education 

This contract, when used for tenurable professionals, is made subject to the 
rules and regulations of the. Board of Regents of Higher Education governing 
tenure and termination of employment. A copy of these rules is attached 
hereto and made a part hereof. Ybur acceptance of thi^ contract constitutes 
an acknowledgment and acceptance of all provisions of these rules. 



Date 



Signature of Bmploydfe ^ 



To bd'vaiid this acceptance of employment must be returned with 
y the proper signature to the president of the above -institution 

-within twenty-one (2L) days^ of the date of notice af professional 
O employment. * ^ %i 
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4fl04 - n. " AVAILAI3ILITY OF FUNDS 

All appointments in the University service and the compensation 
thereof are subject to the limitations of the funds available. (University 
Act. No. 672, adopted June 22, 1918.) . ' ^ 

'-a 
% 

4004 - 2. - FACULTY - CONTRACT WITH UNIT V 

WHEREAS, the Montana Constitution empowers ihe 
Board of Regents of Higher Education to supervise, coordinate, 
manage and control the Montana University System; and 

WHEREAS, the Boi^d of Regents of'High^ Ed- 
ucation annually contracts with each professional faculty member 
wmuhsthe Montana University System subject to certain stated 
cy6ntracrt<^Pms; and 

WHEREAS, each contract of employment is signed 
''by the president of the appropriate unit as an agent of the Board of 
Regents of Higher Education; and 

WHEREAS, the criteria for employment and re- 
tention of each professional faculty member are established at 
^the departmental and institutional level; and 

WH^^REAS, faculty tenure has traditionally beeo 
determined institutionally on the basis of departmental recom- 
mendation; 

THEREFOR e'^BeTt RESOLVED, that for purposes - 
of faculty tenure, the professional faculty contract of employment 
• shall be with thje appropriate ijistitution within the Montana 
University System and not with the Montana University System. 

(Item '4-014 - R0574 
May^20, 1974) 
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4004 - 3. - FACULTY - WAIVER OF FEES 

1 ■ 

The following action of the Board of Regents taken on September 
9, 1974, affects the faculty and Staff in the Montana University System: 

Fee Waiver - Faculty and Staff - Each unit of the Montana 
University System is hereby authorized to grant waivers of all fees 
except registration and existing building fees to faculty and staff mem- 
bers who are at least 3/4 timd salaried employees on the date of registra- 
tion and who enroll in a course of instruction for credit. 



4004 - 4, - FACULTY - NOTICE OF NQN-R E APPOINTMENT 

The President has indicated that si±)ject to applicable Board of 
Regents' policy and individual faculty contract provisions relating to 
notice, he will follow the standards for Notice of Non -Reappointment of 
tVie American Association of University Professors set forth in the AAUP 
Redbook and ei^orsed by the Fiftieth Anhual Meeting. This section 
relates only to notice of non -reappointment and does not constitute an 
implied or express approval of AAUP standards for the granting of tenure. 
The matter of tenure is governed by express Board of Regents' policy 
action embodied in each faculty contract of employment. The notice 
provisions are as follows: ^ . 

1. Not later than March l.of the. first academic year of 

' seryice, if the appointment expires at the end of that 
year; or, if a one -year appointment terminates during, 
an academic year, a^ least three months in advance of 
its. termination. 

«» 

2. Not later than December 15 of tohe secpnd academic 
year ^ service, if the appointment expires at the end 
of that year; or, if an initial two-year appointment 
terminates during an academic year, at least six , 
"months in advance of its termination. 

3o Ap least twelve months before the expiration of an 
a'ppolntment after two or more years in the^- 
stitution. 
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4004 ■ 5^ - FACULTY - VACATION LEAVE - 12 MONTH r ; 
(8th QUARTER LEAVE")" ^ ~ 

Item 2 -017 -R 1073, Policy Regarding Vacation Leave for 

12 -Month Contract, Montana University 
> System 

University System staff members on 12-month 
(8th quarter leave) contracts are entitled to annual leave of 1 
month (3Q calendar*' days) for the first year appointment and 3 
months (90 calendar days) during the second year's appointment. 
If such leave cannot be taken as scheduled; then 2 quarters 
(180 calendar days) may be accumulated,- but such adjustment 
cannot exceed an average 4 months (120 calendar days) for each 
2 -year p^iod. 



4004 - 6o - FACOLTY r LEAVES OF ABSENCE 

Le^es of absence are granted in conformity with 
regulations of the State Board of Education, ex officio Regents of 
the Montana University System„ 

Deadlines for consideration of out -of -residence 
leavic requests arc as follows: ^ \ ^ 

. Lctctoer I Requests for Winter (garter 

December I \ Requests for Spring (Quarter 

March 1-, Requests for Fall Quarter 

/^pril 1 Requests for Summer' (garter , 

February 1 * Requests for extension of one- 

year leave for an j^dditional year. 

(Academic Council 9/22/70 
* ^ Memorandum 75, pages 256-257) 



4004 - 7, - FACULTY - LEAVg POLICY - MONTANA UNIVERSITY SYSTEM 



It shall be the policy of the State Board of E^cation, ex officio Regents 
of the Montana University System, to estaj^lish provisions for "Faculty Sab- 
batical Leave", "Administrative Personnel Leave", '^uf)ervisory Personnel 
Leave", "Educational Leave'*', and "Leave of Absence" for Montana. No 
leave herein mentioned shall be deemed e^ned leave time, or become a ^ 
vested right or interest, nor shall. this leave policy be, or beconde an im- / 
plied provision of any contract; and t-he r;ight shall remain vested in the St/te 
Board df Education, e?^ officio Regents to amend, alter, rescind or abolish 
*said leave policy at any time. *^ 

^ Internal unit j^rocedures for implementing this pqflicy shall be de- 

veloped and approved by the Council of Presidents and shall ge^ierially be 
consistent throughout the Montana University System. This procedure 
shall be reported to the State Board of. Education, ex officio Regents of the 
Montana University System, and the report will be filed and kept as a cur- 
rent report in the Office of the Executive Secretary of the Montana University 
System. ' J. 

I. Faculty Sabbatical Legye - Any member of the academic faculty 

within the University System whose service totals seven <7) or more years 
sh^ll be considered eligible to apply for sabbatical leave. The granting 
of such leaves shall be guided by criteria' listed in the appropriate section 
under "Rules and Definitions". 

H. Administrati've Personnel Leave - Presidents of Montana Unir 

, versity Unfts, Vice President^, Deans, Directors of Schools, Chair- 
persons of Departments, and other academic administrative personnel, 
may be eligible to apply for "Administrative Per sbnnel Leave Con- 
sideration for such leave shall be based on the criteria listed in the 
appropriate sections under "Rules and Definitions". 

IIL Supervisory Personnel Leave - Supervisory personnel in 

positions not directly related to academic administration may be eligi- 
ble to apply for "Supervisory Peraonj^el Leave". Consideration for 
such leave shaljl be based on criteria listed in the appropriate sect^one 
under "Rules and Definitions-". ' . ' 

IV;^ Edupational Leave - Faculty members not in possession of^ 

terminaLdegrees or terminal qualifications- may be eligible for "Edu- 
cational Leave". Considerg^tion for such leave shall be based on cri- 
teria listed in Appropriate sections under "Rules and Definitions".^ 
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V. Leave of ^Absence ■ Faculty, administrators, ^nd 

\ ^ • " supervisory personnel may be eligible to apply for **Lekve of Ab- 

' sence" without pay. Consideration for such leaves shall be based 
on criteria lisjted ip. the appropriate sections under ''Rules and ^ 
Definitions*'. . 

RULES AND DEFINITIONS: 

1. . applications for leave shall be submitted to the Pre^- * 

dents of individual University Units of the Montana Uni- 
versity^ System or^ if applicable, the State Board' of Ed- 
/ • ucation, e^ officio Regents of the Montana University 

System, allowing sufficient time for evaiiiation and ap- 
proval prior to the beginning of the leave. >^ 

2. AU^ leaves^hall be subject to budget limitations that may * 
exist atfa^y University Unit at any time, 

# . 

it i ' • 

3; Personnel' under twelve -month, eight -quarter contract 

leaves policies stiall not be eligible to apply for leave 
described in Sections I through IV. 

. 4. ' Faculty Sjabbatical Leave - Criteria for eligibility 

* ^ /A, Faculty members niay apply to their respective unit 

^ administrators for "Sabbatical Leave", In granting Sab- 

' ' batical LeaVe, University^ Units will be guided by the 
^ applicants': ^ 

lb 

jv * A-1. Service which is primarily teaching or 

*v " ^ research ^ 

/ • A-2, ^Academic rank ^ • 

^ , A-3, Total length of service m the Montana 

University System 
A'-4. Thp fype and quality of the proposed 
program' 

. ' B, Satisfactory programs^ or projects for sabbdiical periods 
' (- include rese^dh, travel, related work tn other institutions 

^ x**^ or private or business organizations; 6r other activities 

which the President of the Unit, with the concurrente of the* 
State Board of- Education, ex officio Regents, agree wlU im- 
. prove the staff member professionally, or which directly 
* * or indirectly benefit the institution an5 the state. 
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C. • All sabbatical leaves shall be for a period of not less than 
two academic year quarters ^r morel than an academic year. 
The salary paid during a leave shall not exceed two -thirds of • 
the academic year contract ^ount established for the indi- 
vidual at the time the leave jLs approved. Payments during the 
period, of leave shall be received in equal nrionthly installments. * 

D. '^ Recipients of sabbatical leaves from any unit of the Montana 
University System may avail themselves of fellowships, assist-' 
antships or other sources of limited income, however this policy 
shall not permit full-time 'employment for any person while on 
sabbatical leave and receiving payments from the Montana Uni- ' 
versity System. 

E. Any faculty member receiving a sabbatical leave will be ex- 
pected to return to his or het '^University Unit for at least one aca- 
demic year or to repay money received from the University Unit 
while on leave. 

' F.. The screening and final selection of applicants to be recom- 
mended for sabbatical leave shall be done by a dommittee farm- 
ed annually and consist of the Dean of the Faculty and two fuU- r 
tmve faculty members appointed by the Dean, plus two members 
of the Faculty Senate ^o be designated by that body. 

5. * Administrative Personnel Leave . * • 

■ ' ~ ■ . " 

A. 'All leaves for PresidentiS of Montana tJniversity Units, Vice 
Presidents, Deans, Directors of Schools, Chairpersons of 
\ * Department's and other academic administrative personnel, , and ' 

conditions for such leave must be approved by the State Board 
of Education, ex officio Regents of the Montana University Systyem. 

^ B. Requests for such leave- must show value to the respective 
Unit of the University System and cause no impairment of 
Uniyersity Unit program because of , the applicant's absence. . 

C. Satisfactory programs orprojects for Presidents, Vice 
Presidents, Deans, Directors, of Schools, Chairpersons of 
Departments, and^other academic administrative personnel, 
includes study, research, travel, related work in other insti- 
/ tutions or private or business organizations or other activities 

which the President of the Unit and the Board agree will improve 
. the staff member professionally or which directly or indirectly ^ f 
benefit the institution and the State* 
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D. Any faculty member receiving aii administrative leave 
will be expected tp retCim to his or her University Unit for* 
at least one academic year "or to repay n^oney received 
from the University Unit while on leave. 

SupeiTVisory 'Personnel Leave 

A. Requests for supervisory personnel leave must be 
made to an approved by the President of the University 
Unit at which the applicant is-employ(?d. 

,,. " " 

B. Requests' for such leave m^st, show value to the Uni- 
versity Unit or system ^d cause lao impairment of uni- 

' versity program because of the ^.p^pcant's absence. 

*C. All leaves for supervisory, fifersonfcfel must receive 
prior approval from the State Board of Education, ex 
officio Regents of the Montana University. System if such 
iSSve will exceed a three -moiith period. 

D. Anyone receiving a supervisory leave wlj.l be'ex- 
pected to return to his or her University Unit, for at ^ 
least one academic year or to repay money received 
from the University Unit while on leave. 

^ Educational Leave ' * 

A. Any member of the academic faculty oi the Montana 
University System shall be considered eligible to apply 

*for educational leave to their respective unit admin - 
isti^ators. 

B. In considering applicants, administrators of 'indi- 
vidual Units of the Mon^anst University System will be 
guided by the following criteriaf: 

' . B-1. Service which is primarily research or - 
educational 

B-2. Possession of academic ran^ of instructor 
or higher ^ 

B*-3. Adequate assuraiice that the requirements 
for a terminal degree or terminal qualifi- 
cations may be completed during fee period 
of leai^e 
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C. Any faculty meinfaei|' rjsceiving an educational leave will 
be expected to return td'his or her University Unit for at least 

/ one (academic year or to repay money received^om the Uni- 
versity Unit while on leave. ' 

8. Leaves of Absence ^ ' ^ ' 

A* Requests for leaves of absence without pay shall be made 
to the President of the Mont'ana University Unit at which the 
applicant is employed. 

\ B. Requests for Presidents or Vice President;s must be ap- 
proved by the State Board, of Education, ex officio Regents of 
the Montana University System. 

■ . ■ • . . . 

^ C. After two years of continuous service, other memlrers of 
the faculty, 'administration or supervisory staff may be granted 
a lea^e of absence without pay by the hresident.of the Montana 
University Unit. All leaves without pay shall be reported to 

the State Board of Education, ex officio Regents,^ 

ft ' ■ 

$ 

D. Satisfactory ^)rogr am s or projects sha/11 include research, 
educatito, travel or related work in othetf institutions, or 
private .or business organizations, or other activities which 
the President of the University, ' or if applicable, the State 
Board of Education, ex officio Regents of the Mont^a Unir^ 
versity System, agree will improve the staff member pro- 
fessionally or will directly or indirectly benefit the institution 
or the State. 

E. The time period for this leave shall not exceed two /years. 
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4004 - 8. - F ACULTY ■ POLITICAL OFFICES . ' 

No precise policy hg.s been established on faculty members run- 
ning for or holding political offices. H#vever,. the maj9r factor to bQ 
takerf into consideration is the extent to which faculty and staff members 
might neglect their responsibilities to Eastern Montalia College or • 
mi^Tithave a conflict of interest with the responsibilities to Eastern 

^Montana College. With candidacy for certain , types of positions such 
as Governor, United States Senator, United States Congressman, staff 
members would prcibably be permitted to go up to the point of actual 
nomination without taking a leave. In other positions such as State 
Senator, State^R^^presentative, State office holders, staff niembers may 
be permitted to remain at the CoUe^iuitil their election, providing 

^ campaigning does not interfere with meir College responsibilities or 
ci;eate a conflict 'of intc^rest with the CoUege. During service away 
from thevcampus they wiU be granted leave without pay. In other part- 
time polit^al positioirs a faculty or staff member may be permitted to 
occupy ms or her political position while remaining a faculty or staff 
member at Eastern Montana CoUege providing it 'does not interfere 
with his or her responsibilities at the College or create a conflict of 
interest with the CoUege. 
J. 



r 

4004 - 9. - FACULTY - APPOINTMENTS ■ 

The State Board of Education, ex officio Regents .... hereby 
establishes the following policy as a guide for the future in considering 
appointment of full-time academic faculty, namely .that suph appoint- 
ments will normally be on a ten -month contract basiSj^. unless for ad- 
ministrative or related reasons it is desirable Vo employ a faculty mem- 
ber on a twelve -month basis. Salaries of faculty appointed on a twelve - 
month basis shall be equated with ten -month faculty salaries for com- 
parable ranks by a differential of'l. IL 

(State Board, 8/13/62) 
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4004 - 10. - FACULTY - CANDIDATES FROM SCHOOL DISTRICT #2 ' ' 

' ^ ' ■ ' ''^ ' 

Schopl District #2 and Eastern have had an ai4'angement for several 
years whereby neither organization contacts staff meph^rs of the^oth^r 
organization \yithout prior clearance through either the President's Office 
or the Office o^the Superintendent. Faculty are expected to notify the . * 
President's Office so that necessary clearance may be hciade with the Super- 
intendent's Office before consulting formally or informally with staff mem- 
bers of School District #2, 

' ' / . ^ y-^ • ^ 

(Memo - President, 6/29/64) 



4004 - 110 - FACULTY -OONSliJLTING SERVICES - REGENTS POLICY 

' : — ' ^ ' ^ — ' ' 

That the Board of Regents of the Montana University System, 
recognizing that teaching, research, and public service are the primary 
responsibilities of facul^ members in the Montana University System, . 
recq^nizes also that it wiy be reasonable and feasible for faculty mem- 
bers tp engage in consulting activities, * 

Each unit of tS^ Montana University System shall adopt rules 
and regulatiofis governing consulting activities carried on by faculty 
members; These rules and regulations shall be filed with the Exec - ^ 
utiveN^ecretary of the Montana University System and shall be made 
available to all faculty members in the unit concerned by publication 
in a Faculty Handbook or by other means. • 

(Item 223-002, July 10, 1972) 
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4004 - m - FACULTY - PROFESSIONAL SERVICES - 

EASTERN^S POLICY . * . 

The College recognizes the Tight of faculty members to 
engage in professional services rendered^to agencies and indi- 
viduals outside of programs which are normally provided by the 
College and for which the faculty member receives compensation 
according to the terms of his or her employment by the College. 
Faculty members cannot devote their entire time to teaching and 
at the same time keep abreast or ahead of progress in tjie field of 
knowledge in which they axe interested. It is desirable, therefore, * 
whenever feasible, that faculty members. engage to some degree, in ^ 
professional service. Non-curricular activities of this nature 
should tend to improve and broaden the knowledge of the individual 
so engaged, and should hxix\g prestige to tTie individuals ^d the 
College.,- ^ 

' Professional service by a member of the faculty is re- 
stricted at all times to engagements of a professional nature which, 
in judgement of the head of his or her Department and the ap- 
propriate- administrators including the President, are proper for a 
member t)f the faculty to accept and cleiirly to riot interfere with his 
or her overall performance of the following duties: 

^ ^ 1. assigned teaching rcs)jx)nsibilities; 

2. cbaferehce hours with students; 

3. other departmental responsibilities;^ 
* -4. service on college corrynittees. 

* . *** 
When fees are paid for professional services thdy shall be 

connpensurate with the professional standing of the consulting 

faculty member. Such fees shall be determined by the dgenc;es 

and individuals involved and shall follow such guidelines as are 

issued by the partief and institutions involved^ In no cases should 

tho faculty member be paid to perform a service for Which tjie College 

has already contracted; his or her immediate superiors are respon- - 

sible for determining when a conflict of interest exists. ^ 

Permission to take time off from the normal on -campus working 
hours and to perform professional services is, subject to approval by 
Department head and the Divisja^ chairperson and notification to the* 
Dean of the SchooL Forms for such requests and approva:! will be ini- 
tiated by the faculty member and^or Project Director and processed 
through the Department head and the appropriate aclminxstrators to 
the President. ^ - ^ 



4004 - 112 - FORM REQUEST gOR APPROVAL OF PROFESSIONAL SE RVICES 

\ 

NOTE: Tljis form is to be submitted with a Notice of 
Employment (or TraveURequisition when compensa- 
tion is not Involved or when the college is not the spon- 
^ * \ soring agency) for all ^diViduals engaging in addiFion- 

^ al services during regularly contracted periods. Re- 
turn of the Notice^f Employment (or Travel Requisition 
. * when compensation is not involved or when the college 

.is not the sponsoring agency) will indicate action taken. 

Name ^ ^ • 

*Title ^d Ran k . - 
Description of duties to be carried out 



Sponsoring agency or department - ^ 
Hours and/ or days of assignment ' > - 



Reasons why released time not possible 



\ : : ^ 

How will coverage of campus responsibilities and time missed be handled? 



Comments regarding merit of requested activiti-es and effect upon assigned 
duties (By Departpient Head) 



APPROVED ( ) * NOT APPROVED.( ) ^ , DATE 
Department Head 



[ Division Chairperson 

; Project Director (if appropriate) 

Dean 

^ I Ot'her 
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4004 - 12. - FACULTY— AoMMENCEMENT ADDI^SSBg , 

The following schedule of charges for commencement speeches 
has been suggested: 

1st class schools $60.00 

2nd class schools 40.00 , 

3rd class schools ' ^ 30. 00 

Speakers fees are paid directly to the speaker. In the event the 
i^peaker uses a state car, the college is to be reimbursed at the current 
rate for state vehicles. . 



4004 - 13: - FACULTY - EMPLOYMENT DF NEW ACADEMIC PERSONNEL ^ 

The selection and employment^ new academic* personnel is one of 
the most exacting responsibilities borne by tlie administrators of an educa- 
tional institution, This is particularly true at this institution because teach- 
ing is its primary function. The role of the teacher is not confined to the 
classroom, but is played out in the total campus and comniunity situation. 
The teacher is engaged .in a constant stream of relationships jyith stuc^ents 
and colleagues that demand strong professional and personal qualities. There 
fore, it is necessary to ecrutinizd the qualifications of every candidate 
that only the best passible persons are engaged to join the faculty at Eastern 
Montana College. * "'*7 

Eastern Montana College has long been committed to maintain prac- 
tices of employmefnr that do not discriminate agajjist an individual^ on tjhe 
basis of race! religion, or sex. Deans, Division Chairpersons, and Depart- 
ment Heads are not mereiy ^o observe this commitment, but are to assume 
a positive attitude toward it. In some areas the administrator responsible ' 
may find it necessary to conduct an intensive search which reveals the avail* 
ability of candidates fjfom various races and religion«7- and f^ir^ both sexes. 
Such candidates having eqpal qualifications and capacity must Ipe given fhe 
same opportunity' for employment aS others being considered and^he con- 
ditions and terms of employment must be equal. For several years. Eastern 
has had a basic salary for beginning instructors which assured a common 
pompensation at that level. • It is more difficult^ to equate the variables whep 
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employing persons above that leveL Consequently, the administrator 
responsible must make a jDainstaking evaluation of the candidate's 
qualifications in order to assure equity in salary and other terms of 
employm^ent. Subsequent to the original employment, the same care- 
ful, consideration must be continued jo preserve that equity^ and in- 
equities must be elinijpated wherever they may have occurred. 

s 

No new appointments to any position on c^ampus shall be made 
without concerfed and conscientious efforts to secure applicants or 
candidates from groups inadequately represented 'in the various de- 
partments such as ethnic minorities and women, in order that the 
cycle of under -iFepresentation, under -opportunity, and under -achieve- 
ment will be broken. No new appointments will be approved by the * 
President's Office without accompanying documentation that an ad- „ 
equate search for qualified individuals outside the^ normal channels 
of employment has been conducted. - ^ 

So that rtlisunderstandings may be avoided and also to stand- 
ardize oyr institutional procedure i;elativeto the employment of pro- 
fessional personnel an outline of essential consecutive steps is given 
in this memorandum and all will follow the same routine, » 

1. Authorization to fill any vacant position or to create any 
lew position is made by the President only. 

(V 

The adrfiinf§tsa.^ve official wishing to recommend that a 
replacement positlto or a new position be filled will file 
a position description with the Dean to whom he or she is 
responsible. The positipn description will be ac com' - 
panied by a memorandum of request at the end of which 
the initiator will provide approval signature lines for the 
De^n of the sti^lool concerned and any necess^y ones 
preliminary to the Dean, the Academic Vice President 
and the President of the CoUegeo ^ ^ 



3. The Dean will discuss the recommendation w^th the Aca- 
demic Vice President. If they concur 'in supporting the 
request, the Academic Vice' President will recommend 
to the President that the replacentent or new position be 
authorized. 



4. Authorization to fill the position willjbe made by the Pres- 
ident, if concurred. The adipninistrative official respon- 
sible lov conducting the' search for a person to fill the 
position will be notified by the Academic Vice President 
who will return the signed memorandum of request. 
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The Dean ofthe school coacerned may generallvrdelegate*the in- . 
. vestigating and screening process to a Division Chairperson. How- 
ever, the Deans take full responsibility for carrying out the pror 
cedures and making the final xecomniendation to the Academic Vice 
President, 'if, in turn, the Division Chairperson works through a 
department Head, he or^he must keep -themselves informed of pro^ 
gress. The appropriate administxatoj will consult the Affirmative 
Action Coordinator for direction and for up-to-date sources which 
promote minbrity and women candidates. (Refer to and follow the 
me'morandum from Affirmative Action Coordinator dated November. 
15, 1973). In the SQreening process^ the person conducting^ the ^^fy 
search will want to 'notify the Placement Bureaus ^and a number of 
ouf^T candidate sources that .the position exists. If paid advertisfing 
is to be used, the Academic Vice President will b^e required to give 
approval in advance. Before any concluding steps 'kre taken, the 
Division Chairperson #ill clear with the Dean. ' 

The Academic I Vice President will be consulted about any unusual 
matters that develop and his or hea? approval secured before any 
. commitments are madeo As a matter of routine, in addition to re- 
viewing the dossier of the 6andidfate, it is necessary to^directly CQn- 
tact some persons to whom the candidate has been responsible in 
recent time. Telephone calls may be a desirable procedure for this 
step. Needless to- say, the more responsible the position, sthe more 
thorough shoukl be the investigati'on. " It is desirable in almost every 
instance td^^^k[e. a candidate come ,to the campus and arlrai^ements 
for this are to be cleared with the Apademic Vice President in ad- ^ 
vance of, an invitation to come to Billings for a visit. In setting up 
the schedule -for such visits, time is to be ]^«Dvided for the faculty 
members of tlj[e department and .the Academic Vice President and 
the President to meet the candidate. * * ^ 

When a candidate is brought to the campus for interviews, it is 
important that the person conducting the search check back with 
^hose who have interviewed the candidate. - ' ^ 

. When a candidate has be'en decided upon,' the Mftnpative Action 
' Coor'dinatoi; ig to be informed and presented with all supporting 
documentation so that it may be ascertained. that women and mi- 
norities have been given equal consideration. For this and re- 
lated purposes, the appropriate administrator will keep a file 
folder on each candidate complete with dossier, 'correspondency, 
notes on telephone calls and other relevant items. 
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. An" exploratory and purely tentative suggestion should be 
made to the candid^e about such iflafters as salary; such 
suggesftons, of course, must be\ppro\red In-idvagce by 
the Dean of the school concerned. Any tentative suggeQ--" 
tion aboujt raitk above Assistant Professor must be finally 
approved by the Rank and Tenure Committee, but the Aca-. 
demic Vice President should first be consultgj^in advante; 
Upon finding tentative suggestions acceptable, th6 c^di j;^^ 
date may be advised that ^ recommendation will be made 
to the Academic Vice-President that an offer of employ - 

'mentbe sent by 'the President to the pandidate.^ 

^Occasionally, replacement faculty are lat^r candidates . 
fpr continuation in fihat position. As great care should 
Be exercised in their- selection as is the case for persons 
to fill a new position. ' ^ , \^ * 

The Dean of the school concerned will make his 6r her ^ 
recommendation tQ the\/Vcademic Vice President after 
ascertaining that a thorough inlpstigation has been^made. 
If the Academic Vice President^d the President concur, 
the President will send the candidate £i letter making an 
offer of employment. The letter will advise the.candl- 
date that i^ accepted, his or her namfe will. tie presented 
^t the next irieeting ofjtbe Board of Regents foT formal 
approval. - Thereafter,,, a formal contract \yill be sent, to 
the candidate. \ * ' 
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4004^ - 14. -Faculty - EMpjoYMEN T after age sixty -five 

% ' ~ - — — 

Employment gf faculty rhembers after reaching age sixjy rfive 
is covered infection 9 (a) of the "Board of Regents, of Higher feducatioh 
•Rule6|for Tenure and Termination" as follows: - < ^ • • ^ 

•^,a) Retirement. ~ > " ' 

When a member of the pf ofessional staff reaches the 
age of ^^txty-fi^e years^ his ^ her appointm^t to the 
prpfessional staff of the institution may Jbe terminated 
at the discretion df the president of the institution 
after consultation With the appropriate depai^tmfent^ 
dfyision, school or other administrative unit, suchw * 
termination to be effective at the conclusion of the 
academic yeaj^ in which the professional staff member's 
; birthday occurs; provided, however; that notwithstanding 

^ the provision? of the professional staff member's con-^ 
-"^ tract?, such termination may be had if the member's 
birthday falls on or before.August 31 following the close 
of the academic year;- and, provided further, that twelve 
months noti^ must be given by the pr^fdent of the 
Anstitution of his intention to terminate^ member of 
%e professional staff at age sixty -five. , * . 

if tlie professional Btaff member is not terminated at 
age sixty -five, he or. she may be issued one -year con- 
tracts tJirough the ^cademic year in ^hich the professional 
staff member reaches his of her seventieth birthday. . - 
Each of these one -year contracts shall be subject to an • 
annual review,^ ^nd the presidentof the institution may, 
in his discretion, and^after consultation with the approp- 
riate department, division, school or other administrative 
unit, terminate the professional staff member upon the 
expiration of the existing one -year contract. Under each 
one -year contract during this period the professional 
' staff member must be given at least three months' 
notide if it is decided^at his or her contract will not 
be renewed for the Succeeding year. Retirement from ' 
full-time employment is mandatory at the end of the 
academic year in which the professional staff member 
reaches his or her seventieth birthday. 

Nothing herein precludes part-time employment of the 
professional staff member after his or her retirement V 
from full-time service at any age. * ^ 

109 ■ ^ • ■ . 
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Related' to the above provisions and continuifigpur previous 
arrangement, the.pix)cedur^ below will be followed: 

1. As early as possible in the Fall Quarter of the Academic 
Year in which a faculty member reaches age slxty^five, 
she or he should* submit in wiriting a statement to the 
Deparfpent Head or^DiviSion Chairperson indicating her 
or his desire for the coming year. If retirement is 
. intended, the statement should be in the form of a Notice 
of Resignation. If an additional year of employment is 
desired, the statement should be in the form of a request 
for consideration for an* annual contract. The faculty 
member may renew this request for each subsequent year 
as desired. ^ . ^ 

J. 2. ^^^A:^ early as possible/ in the year befQfe*Sr faculty member 
* - reaches age sixty-five, the administrat^ion will give the 

. faculty person twelve months notice if^ employment will 
be terminated at the end of the academic or fiscal year ' 
in which the age of sixty7five is reached. 

3. Should a faculty member be given one annual contract 
beyond the age of sixty-five and wish^to havle a second 
such contract, the appropriate administrator should be ■ 
so informed as early as possible in the Fall Quarter. 
The administration will notify the applicant of the disposi- 
tion of the request by the following March 1. This proce- 
-f dure will be followed subsequent years, should the 
faculty member desire an extensioji of employment, 
until the mandatory retirement age of seventy.. . 



.Replacement 
Sc^^ptembur, 1975 



4004 :'15. : FACULTY - T EACHER-RETIREMENT SYSTEM 

The fatest booklet published hy the Montana Teacher Retiremint 
System may be obtained .upon request from the Payroll Window ot the 
Business Office. 



4004 - 16. - FACULTY - AT TENDANCE AT FACI J I .TV MEETIN(;S 
. AND ORIENTAfflQN/REGISTRATIQN PErIodS^ 

^■'./^" ■ ' ° 

^^^''"Ify members are expected to be ui 'attendance at the firs^ 
Faculty Meetmg, scheduled in the fall quarter and on duty from that 
time on throughout the brientation*and registration peridd, and at 

. all subsequent faculty meetings and orientation and registration- ^ 
periods during the academic y^r. ^ ' 

A faculty member who 'has reason to be absent from a faculty 
meeting should request permission in advance from the Dean' of the • 
Faculty. A faculty member who {las reason to be absent from an 
orientation/regiptration period should request" permissionln advance" 
from the appropriate department head or divi^sidn chairperson. Un- 
.excused absences will be treated as days of Teave without pay. 



4005 - GRADUATE FACULTY. 



1. The Graduate i^aculty willije nominated to the, President by 
the Graduate Cbmnjittee in^ccordance with acceptable criteria for mem- 
* bership. Tiie following criteria are to be considered in staff appc^tgpnents 
to the Graduate Faculty: , ' ^ \^ 



a. Af^ropriate jDrofessional experiences beyond thQ 
master's degree (acadeliic, travel, research, etc,) 
and the rank qf assistant professor or aBove. 

b. ^ Demonstrated interest in scholarly research - 

interest also. in enco^aging qualified students 
to conduct and report on, research projiscts. 
V . . 

c. Demonstrated competence as an adviser to under- 
graduate students. — 

d. AppropJriate instructional competence. 



Members will usually be nominated thrcfugh recom- 
mendation by divisional chairpersons to the Grad- 
uate Committee. 



f. It is possible that a staff .member not on the Grad- 
uate Faculty may teach a graduate course. 

2. Members of the Graduate Faculty axe responsible for: 

a. Reviewing and approving of the graduate program. 

b. Attending meetings called by the Director of the 
Graduate Program. 

^ c. Serving as advisers tcl graduate students when 

assigned by the Diredcor of the Graduate Program. 

' d. Assisting in carrying out the policies of the grad- 
• V- uate program as stated in the Graduate Bulletin. 

^ Preparing courses, requested by the Committee to 
. meet specific needs of the graduate program. 

f. Maintaining the standards of the graduate program. 



continued, p. 2) 



g. Ftoviding^cobsiiltant services for the Graduate 

Conamittee. 

• ■ 

h, ^ Serving as mer[ibers of students* examintag 

committees. , 



Approving or delegating to the Graduate Com- 
/ mittee the approval of candidates for graduation. 



Serving on special committees as appoiirtfe^ 



k. Ijnprovi|ig and expanding library holdings in 

areas in which courses are taught, as well as 



in research fields, 
> 



1. Encouraging further- development of research 
facilities and of^e research bureau, ^ 
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' 4006 - GRADUATE PROGRAM POLICIES 



1. ]Jhe Director of the Graduate Program is responsible for 
pro^^iding leadership in the graduate program and the im- 
plementation of policies developSdJa^/' the Graduate Com-* 
mittee and the Graduate Faculty, fl 

2. Any new programs or any changes in the existing pattern 
of graduate course offerings would be approved by the 
Graduate Committee and submitted to the Academic Council. 
If Approved by the Council, the proposed phange would be 
submitted to the Graduate Faculty for final action. 

3. -Approval of all courses that are accepted Jor graduate 

study would be the responsibility of the Graduate C;t)m- 
mittee, ^Approval of a course by the Committee -on General 
Education only serves to approve it at the undergraduate 
level. 

. . ^ ■ ■ . ^\ 

4. * All^existing courses at the undergraduate level proposed 
for graduate students must first be approved by the Grad- 
uate Committee and then submitted to the Academic Council 

^ for final action, 

5. I^'iie procedure for proposing neW courses aty the graduate 
level would be in accordagice with the pollcie^ established 
by the Academic Council. A proposal for a new course 
must incllide a justification for that course bging taught at 
the graduate level, • 

(Graduate Committee 1/18/60; 
Academic Council 2/3/60; 
% ^ Faculty 2/4/60) 
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ACADEMIC REGULATIONS . ^ 
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5001 - 1. - REGENTS POLI9Y REGARDING CONTINUIhlo EDUCATION, 
EXTENSION AND SUMMER SESSION 



Credit offer^ng^sjor summer sessioji, continuing education and 
extension courses must fall within the role and scope approved by the 
Board of Regents for each unit of the Montana University System. 

(Item. 2-008 - R0973, Sept. 10, 1973) 



5001 - 2. - CONTINUING EDUCATION - EASTERN MONTANA COLLEGE POLICY 

Policies and Procedures f4r Eastern Montana College Faculty: ^ 

L ^ \ Eastern Montana College offers continii^ education courses in 
the rural communities o| eastern Montana. Off -campus courses taught 
outside of Billings receive extension credit. 

2. Requests for all off -campus courses will be referred to the' 
Registrar and Director of Continuing Education. ' 

3. All instructors who plan to teach Continuing Education courses 
must be authorized to teach the particular courses by their appropriate 
administrators. 

4. Faculty will receive remuneration according to the foIlo^ying 
schedule for an off -campus class plus per diem ^d mileage at state - 
approved rates: 

0-50 miles $ 150 per credit hour 

51-100 miles ^ 175 per credit hour 

101-150 miles ' 200 per credit hour 

over 151 tt^es 225 per credit hour 

The instructor's stipend is payable only after successful completion of 
the course and all records? are on file in the Registrar's Office^ including stu- 
dents' grade reports. Instructor^ may teach no more than one extension course 
per quarter. . . ^ 

IIG 
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(5001 - 2.J - continued, p. 2) 



5. l*he fee for off-campiis^ontiiming Education courses 
' ' will be $21.00 per credit hour. This lee applies to all students, 

including those enrolled either as part-time or full-tin*e reg- 
ular students.. 
♦ 

. , b. "'^ees will be charged ea^^ student at the rate of $21. 00 

per quarter hour credit. . e^s are due and payable when the 
^ Course is organized. Veterans eligible for the Montana State 

Veteran's Waiver will have tHis'fee^waived. The waiver cer- - 
• - ' ' tificate must be on file in EasTern Montana College Registrar's 

^ \ ' • Office before this waiver is granted. The cost of texbooks and 
applies for courses must be paid by the student. This amotmt 
^ ' ' will vary depending upon the ^Oquirements of the couf se. Ar- 
C ' ' rangementip may be made throuj^h the instructor to- secure nec- 
essary texts and supplies' from the Eastern Mont^yia' College ' 
Bopkstore. 

ft 

7. / If graduate credit is desired'for the course, the student 
'\i must indicate this Intent on the application for admission. Only 
students who. plan to earn a Master's Degree or a Fifth Year 
Certificate ^t Eastern Montana^College must complete an Ap- 
plication for Graduate Study. Applications for Graduate Study . 
may be obtained frpm the Direplof of the Graduate Program^ 



"8. Credif eai^ied in off -campus extension courses may be 
applied toward a aegree at Eastern Montana College up to a 
maximum of 48 quarter hour credits. 

9. Ail registration for credit must be completed by the end 
of the second class session of any extension course. Please do 
not accept any applications or permit anyc^ne to enroll after 

the second meeting. 

10. ' There will be nc\ refund of fees after the class is organized. 

IL Non -credit courses are self-supporting. They are coi)-- - 
ducted on campus, or special arrangements may be mad6 to hold 
classes in other locations. The fee schedule for such courses 
would be based on the principles of "cost-plus. " This category 
would include the following: non-credi|^ clinic^, seminars, in- 
situtes, and workshops. Credit for courses which ar*e of college 
equivalency may bje granted ^ipon appropriate approval. 
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(5001 - 2. - continued, p. 3) 



12. Please turn in all grade records as soon as> possible after 
the course is completed. . • ^ 

13. , 'Silbmit per diem and tr^ivel forms to the Director of Con- 
tinuing Education immediately after the course ife completed. Forms 
may beipQpdup from the Continuing Education secretary. 

*^ . * ■ 

5002 - gTLipENT DEVELOPMENT CENTER ' ,% 

Faculty members are urged to consider the referral of studiehts 
to the Student Development Center when the student is in need of: 

1. Efducational counseling^ 

a. selection' of major a'nd-minor 
^ b. diagnosis of learning and/ or study probler^s 

c. changes of* major where the student is somewhat 
uncertain about his or her interests and/ or abi^ 
ities for the^ coriteThplated major. \' * - ^ 

2. Career counseling 

a. choosing an occupiational goal 

b. seeking occupationia^Jinfprmation 

c. interest, aptitude and ability testing. 

3. Pei^sonal -social counseling -- adjustm^it of the individual to 
-college life. Coui^selors will consult with faculty members 

concerning: , - ' 

^ a. student behavior 

b.^ student's progress nr school . 
^ c. student's performances of the ACT and other tests. 




If faculty members wish flirther information concerning the services^ 
rendered Jby the Student Develonment Center, they are cordially invited to 
contact the Student Develapmeirt^enter personnel. ) 
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5003 - COURSE NUMBERING 



^ Numbering System 



1. Responsibility for numbering courses within th|p overall 
plan will be that of the department concernecL 

2. The numbering system will conform, lA generai\ to the 
f6llowing system: ^ : 



1st digit . 
•2nd digit • 



3rd digit 



To indicate' the ye^ 
0 - General education <tifedits, 
courses introductqry in nature 
or prerequisite for' fua:i>h€(r study 
in the area, and courses that do 
riot pertain to "a particular Wea* , 
1-7 - Specified areas within, the 
department, 

8 - Related to education, 

9 - Independent study, semin^, 
workshop, etc. 
To indicate course sequence; 
sofar as possible this digit 
be in degree of ascending dif- 
ficulty, i 



3, 



No letters are to be used. 



/. 



_4. Uniformity in numbers for similar courses cutting across 
department lines. - 

5. The "O" is to be reserved for general courses in all de- ' 
partments. « 



(D.C. 2/7/%g; Rev. 2/10/60) 
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5004 - COURSE CONTENT AND. READING , 

* Because some students object tq certain reading materials oiji the 
grounds of personal, religious, social, or political beliefs, selection 
specifically assigned in required courses slpuld^be chosen with prudence.. 

, Students who object to certain required reading on the grounds 
indicated above and who attempt a reasoned defense of their points of 
View may be given alternative reading assignments. 

' . , (Academic Council 1/12/61) 



500^ -Bourse changes 



Policy Statement on Guideline^ foj Curriculum Proposals, Montana Uni- 
versity System (Revisgd) - , * ' ^ ' 

THAT, All curriculum proposals are subrhitted from the ^nitiatijig 
unit to the Board of Regents vi§i the Commissioner of Higher 
Education accofding^ to the following procedures: 

A« Definition^ . 



Degree - A specific designation of letter re- 
pretJenting the words on the diploma indicating 
completion or attainment, e. g. , B. A. , B. S. , , 
B. Arcli., B.I}. A., MuA.-, M. F.A., Ed. D. , 
D.A. , Ph. D. 

Degrge Structure - A generalized program leading 
to a aegree, e. g. , the B. A. ' program, the Doc- „ 
toral prdgram. 

Major - The specific field of concentration fos the 
xleny^ree^' 

Njnjior - The suppprting or complementary fieJ^ 
unHertakirt'akaTg with a major for a degree. 
New pogt -secondary educational programs - All 





proposals for new schools or colleges, all series 
of courses arrajiged in a scope oy sequence- leading 
to a certificate which has not been offered in the 
institutioa or appeared in the catalog within the pre- 
vious two years. 



120 



(5005 - contlnuecy p. 2) _ ' - 

B.* Procedures for Ngw Degree Programs 

• • • ... . ^ - ' J 

Ail new post -secondary educational programs^ degrees and 
addition of majors to existing degrees or minors where a major does 
not exist, shall be submitted to the Bc^d of JRegents as Beard agenda. 
Thesb programs «hall be referred to the Ourf iculum CojnmittQe of 
the Board when the agendum is accompanied by materials concerning 
the follo>ying: • . / » v 

1. Specify the objectives to be reached by the addition ot 
thi? program. 

2. Specify in det^, present faculty/ facilities and equipment^ 
. ' and library holdings in support of this program:, and com - 

1^ pare them to known "or anticipated minifnum standatds for 

accreditation. " . 

3. Additional faculty requirements should be detailed as to 
salifications, salary, and problems related to recruit- 
ment. 

4. Increased^costs will be submitted in detail for the firpt 
year, for the biennium, and an estimate of the continuing 
tosts of the program over a fiv,e-year period. These 
costs should reflipct pew faculty, increased library costs, 
space requirements, equipment, and other facilities needs. 

• 5.'' A new program will be carefully scrutinized as toJthe ^ 
effect on enrollment, numbers pf students (both graduate 
and undergraduate) , with lower and upper diviision course 
breakdowns, and the ntunber excepted to graduate over 
" a ten -year period. \ 

6. List the new courses this program will add to the curric-^ 
' uliun and specify ^e course requirements for the degree. 

7. Indicate the inter -dapartnrent^ implications of additions 
to this progr^ or Supporting courses in departments 
which contribute J*to the new program of studies. ' 

8. Explain kqw the decision to ^submit this proposal to the Board 
of Regents Y^s made. Wdr&faculty involved institution- . 
wide in the aecision? * 

!^ 

In all c^ses the Board of Regents may require an appropriate 
Report from outside, objective t:onsultants to assist the Board in an- 
alyzing the propo6^and arriving at a just decisibn. 



(S005 - contin^d, p. 3) ^ ^ ^\ 



C. This polidy statement is applicable to Montanalcominunlty 
colleges and any other post -secondary units ag5||;ned to "the 
^ Board by law,vas well ^s to the units of th^ Montana Uni- 
versity System* ■ ' * 

FURTHER THAT its exist^ prograipis be revie\yejd on'd regular basis 
' . . by each unit, and. that the Commissioner of^Migher Ei^ducation 
1^ * ' initiate and 6t)prdinatej5uch reviews of existing programjjlas* 
■ ^he or she deemg appropriate and necesssary. The Commit . 
sioner shall xepprt his or her findings, to the Boasr^d, * » ; 

^ " (Item 2-001 - R 0973, Oct^ 19, 1973) 



5006 - CURRICULUM Cj^LENDAR . ' ■ 

Policy Statement on Cutrieultim Calendar, Montana University System. - <^ 

U Curriculum items shjjll be submitted' to th© Board of Regents 
of Higher Education twice each year, at the first meeting of thfi 
year andvat the July meeting. ' . • 

2, Items submitted at the first meeting of the year will be con ^ 
sidered by the Board prior to July 1st and^fems sijbmitt'ed^ 
July meeting wiEl be considered prior to J^uary Is^ , 

3; Curriculum-^prbpo^als shall be submitted to the Commissioner 
of Higher Education in advance to their submission .to the Board. 
The Commissioner shall prepare his or her evaluation and recom- 
mendations for circulation to the Board and presidents simultane- 
ously and the presidents shall have the o^^rUmity to irebut the 
. Commissioner's recommendations. • < 

* # • 

. •(Item 2-013 - R |q73, Oct. 19, .1973> - 



,5007 - i^ILES COMMUNITY COLLEGE^ ' 



ApprovaTof Txffering of education courses at Miles Gom- 
munity College by Eastern Montana Collgge during the Summer 
of 196p; and that th^ campus of JvICC may subsequently be des- 
ignated §s a resident extension center' of Eastern Montana Col- 
lege during the period the courses are being offered in prder 
that students taking these courses will ^receive resident credit. 

• > (Sfet^ Board 12/59) ^ 
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5008 --GRADE CHANGES 



The grade as turned in at the end of each quarter shall re- 
main final, excepf th^t an instructor may filp a "Request for Gr^ade 
Change" form. % ^ 



5009 - EXAMINATION PROCEDURES ' ^ ^ 

• . - . ■ ' - ;^ . . . . ~ 

There is n(\formal scheduling 5f examinations at the end of 
each quarter. Regularly scheduled* classes will be held through 
the last day of the quarter. / ^ 
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5010 - BUILDING NAMES ^ , 

It shall be thffe policy o£.the State Board of Education, ex officio^' 
Regents of the Montana University System, that provisions be established 
for the naming of ^11 University System buildings. \ ' -"^ 
•. c . • " 

Such policy shall be subject to the ''Rules and Definitions" re- 
lating to the established policy. 

All buildings of the Montana Uijiiversity System may: ^ o 

(1) - Be named after or dedicated in honor of out-< 

standing persons.^ 

(2) . Be named for an academic subject field. 



Rules and Definitions 



. 1. No building may be namfed after or dedicated in honor of a 
living person. . ' ^ ' 

2. *^ University administi|ators at" each unit of the Montana Uni- 
versity System shall establish an administrative process for re- 
ceiving and handling recommendations or proposals yelatii^ to th^ 
naming of buildings. 

> 

3. University buildings shall mean all administrative, aca- 
demic (including research), housing,* dormitories and student ser- 
vice buildings owned by the State-of Montana ancl subject to the ex- 

g elusive use of the Montana University System^ 

■ . . . % 

4. Service facilities for maintenance or storage, or leased 
or rented facilities shall.be excluded from this policy and shall 
not be named for persons or academic fields. 



(State Boar^i #204-007, 11/27/67) 
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5011 - OMBUDSPERSON ' ' 

In 1966 at his inauguration Rrfesident Heywood announced the 
first college ombudsman in the United States. The position vras later 
titled "ombudsperson". " ^ 

The Ombudsperson is appointed by the President to serve as a 
referral point for stuQents who feel they have been treatfed in an arbi- 
trary fashion. The following itEinimum ground i^iiles will be relevant: 

1 L Student^^who have exhausted all channels for redress of 

I grievances may appeal to the Ombudspefson f> investigate 

. f their grievance's and to ascertain whether they have re- 

, J ceived due consideration and decision. 

2. After preliminary investigation the Ombudsperson may 
decide to investigate or not investigate the case. 

. ■ V 

3. The Ombudsperson has the independent right to investi- 
gate when there isn't a . complaint. 

4. Information provided to the Ombudsperson during the 
investigation may be considered privileged if the in- 
dividual providing the information desires, or if the 
Ombudsperson so decides. 

X* 5. Xhe final report to the President of any investigation will 
be made available consistent with reasonable safeguards 
- * for personal'j^information. 

^ Students will imderstanS that this is not a vehicle for protest of 

a decision that is not favorable to them nor is it intended to bypass^any 
procedure now in operation. In such cases the Ombudsperson would de- 
cline to investigate. Nor can decisions made by the Boa'iid of Regents or 
by the Attorney General or by the President be delegated to the Ombuds-^ 
person. It is quite possible, hov^evex, that in the light of particular 
situations recommendations for changes in regtdations ^et by these in- 
dividuals and agencies could be made. It is the. President's intention to 
accept the recommendations of the Ombudsperson and to malcb all pos- 
sible changes in the light of recommendations^ ' 
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5012 r FACULTY ELEC TIONS 
' ' ' 

Faculty elections are to be conducted in the following manner: 

1. - Nominate on the flrst1)allot twice the number pf representatives 
• to be cho%en. 

2. Election to be conducted by a follow-up ballot handled through 
the office of the Secretary to the Academic Vice President, 

3. Ballots to be returned within one week after distribution. 



5013 - EASTERN CAMPUS SCHOOL 

The f ampus School at Eastern Montaha College is a cooperative 
venture between the Billings Public School System and Eastern Montana 
College. The school has been designated as a public school purposely 
organized to provide an environment which will encourage the improvement 
of all aspects of the teaching -learning pro^ss* The school serves. as a 
pilot school where new ideas may be tried and tested and where new ap- 
proaches to education may be studied and the findings shared witK the teach- 
ing profession/ This public school, being located on a college campus, 
allows for ah intimate working relationship with the entire college commu- 
nity and sustains a particularly cbse relationship with the School of Ed- 
ucation in the area of improvement of teacher education. - 

J'he laboratory facilities of the Campus School provide demonstra- 
tion classes, observation centers and selected internship experiences with 
children in the elementary school. In addition to the elementary school 
program, the Campus School offers a nursery, kindergarten, and special 
education program. « Extensive use is^'made of all facilities in connection 
with courses in teacher education. 

^ - Instructional facultjrwishing to utilize the Campus School in con- 
nection with course ofteri^s should confer with the Director of the Cam- 
pus School. , 

^ • « * 

The following policies have been developed to guide in the admin- 
istration and supervision of the Eastern Elementary School: 

^ 12 o " • 



(5013 - continued, p, 2) 



.Staffing ■ ^ ' ^ 

Selection, Candidates for teaching positions will be 
sought by the college administration and seifccted co- 
operatively with the Billings Public School adminis- 
tration^ Candidates from the Billings Public Schools 
.shall be considered upon recommendation of the admin- 
istration thereof. Staff employed will -meet standards 
^ currently used by district administration and will- pos- 
sess those additional characteristics and strengths 
deemed necessary to meet their responsibilities in 
teacher education. Teaching assignments will be sub- 
ject to review each year, ^ 

Contracts, Contracts shall be issued by the Billings 
School District, 

» . 

Tenures, Teaching staff shall acquire tenure with the 
Billings School District, ^, 

Principal, The school shall be under the direct admin - ^ 
Istration of the Principal who shall be selected in con- 
sultation with the Billings School District, with cfther * ^ 
'responsibilities to the college assigned in addition to • 
the principal ship. 

He shall serve as liaison person for the Campus School 
between'the college and the Billings Public Schools and 
shall be responsible to both parties for the development 
and administration of the educational program of the 
Campus School, 

Instructional Materials 

Basic, Basic materials *shall be provided by the School 
* ^ District as provided in other elementary schools, 

\ 

Supplemental, Supplemental materials shall be pro- 
, vided by the college to meet the needs of expanded 
-and/ or enriclied programs developed and in accord ^ 

with accepted purposes of the school. 
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(5013 - continued, p. 3) [ 
Salaries (Instruction^) 

•y 

The salaries^f teachers assigned to the Eastern Elementary 
School stajf shall be^paid- according to the contracts entered ' 
into by them and the School District; provided, however, that 
the District funds shall contribute only that portion of tht ^ 
salary which is determined by the District's salary schedule - 
and that the college shall determine and pay any supplemen - 
.taxy-stipend. 

College Stipend 

.A stipend or $85 per quarter (tot^d $225 per year) Will be paid 
to each School District #2 teacher employed to teach in the 
Campus SchooL 

» 

Selection of Students 

I 

The pupil population will be the responsibility of School 
District #2. 

General Supervision 

Teachers, Teachers shall be under the direct supervision 
of the Prificipal who shall utilize and coordinate the super- 
visory, resources of both the college and the public schools. 

Evaluation. Evaluation shall be a joint public school- coll eggT 
' regponsibility. 

Classrooms ^ 

The college shall provide the classrooms necessary for the 
school and shall bear the cost of building maintenance and 
operation. . . including custodial .service^, light, heat, etc. 

(School District #2 and Eastern 
Montana College, 12A29/70) . 
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5014 - THE READING CLINIC / 

' C ' 

• The Reading Clinic provides a comprehensive development 

and remedial reading program fof all levels of Instruction. The 
special reading problenls of college students are given careful at- 
tention. Clinic services are as follows: 

k Effective reading classes for college students. 

2. Accelerated reading classes. 

3. . Individual remedial instruction. 

4. Diagnosis of reading difficulties. \ 

5w Consultant services to schools. 

Information -^ould be requested tlirough the Director of the 
Reading Clinic 

Fees 

Fees charged for seirvices of the clinic will be collected with- 
in the framework of the School of Education, but maintain identity as 
a special fund^ Fees will be collected by the cliliic personnel and 
forwarded to the Business Office. The cliaic is organized to function 
a self-supporting basis. ^ 





5015 - ATTRACTING NEW STUDENTS 
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All units of the Montana University System re -commit themselves 
to a program of informing prospective students, parents and educators 
with the understanding that wherever possible they will work in concert, 
and, furthej, that they will avoid expansion into recruiting activities which 
are inconsistent with this approach. 



This prograin recognMes the responsibilities of the units to offer 
types of continuing iiiforn^atibn and services similar to the following: 

1. Working closelAwith high school counselors to keep 
them informed ck^e opportimities in college. 

• « 

2. , Informing junior colleges and college transfer students 
of program availability and transfer credits. 

3. Inform and assist the more mature student with the 
opportunities of the college. 

4. Assist Veterans who are either first -time enrolled or 
are transferring from another college. 



5016 - RAFFLES ' ' . 

Raffles, as such, are discouraged onjhe Eastern Montana College 
campus and may not be allowed except by sjiecial permission of the Dean 
of Students. 

^ . . ' (p.C. 10/6/ 59; A. C. 10/6/60) 

(A.C. 2/22/66) 
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f tESEARCH 



One of the major functions of a university system is research 
both basic and applied. Responsibility for this function has wisely 
concentrated at the University of .Montana, Montana State Univeifsity,' 
and Montana College of Mineral Science and Technology, as express- 
ed in organized research agencies and individual faculty research and 
scholarly work throughout the a'cademic year. 

Within their respective academic areas of concentration these 
three institutions will cDntintie to be primary state -supported academic 
agencies for research both basic and.applied. Similarly, they will be 
the primary public deppsitories for scarce documents and other unique 
library resources needed for graduate programs, particularly at the 
doctoral level where authorized, and for research programs. As 
part of their responsibility for scholarly work these institutions will 
make research and library facilities available to qualified members 
of the faculty of other institutions. 

We stem Montana College, Eastern Montana College, and 
Northern Montana College will recognize that instruction is their 
paramount function and will provide library, laboratory, and other 
facilities appropriate to instructional programs offeired. ^ Faculty 
from these institutions will be aicouraged to pursue individual re- 
search during summers and other appropriate times. 

(S.B. 4/5/62) 
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5018 - THE RETORT - POLICY STATEMENT 

The Academic Council regards freedom of the press as of vital 
^significance in the practice and preselrvatlon of democracy and holds 
y that such freedom cannot properly be exercised without tlie self-restraint 
which comes from a strong sense of responsibilityT^The points where 
freedom of expression becomes license, where self -restraint is not ade- 
quately imposed, and where the sense of responsibiltt^ is ^alc are im- 
possible to define with any precision. Free societies have historically 
wrestled with these imponderables. ^-^ 

Accordingly, the Academic Council gives unreserved support to 
the position that the studenl:s in charge of the weeldy campus newspaper,; 
^ ^HE RETORT, should be afforded the greatest possible latitude to in-* 
dependently develop the requisite balance between freedom of. expression 
and responsibility through the practical, week -by -week application of 
' P^^^ipl^ to prabtice. At the same time, it is held that THE RETORT 
is not an independent organ, divorced from the financial support of the 
student activity fund, collected by the College and allocated by the Student 
' Senate. The Student Publications Board is delegated control over all 
. student -financed publications. In the very nature of the case, THE RETORT 
reflects to the general public not only its ovra independent image, but also ^ 
that of the college community. THE RETORT is integrated with the aca- 
demic program of the Division of Humanities because of the working re- 
lationship between the j9umalism classes and THE RETORT. 

In view of the foregoing commisnts, and in oi^r to maintain a - 
desirable relationship between freedom and responsibility, the AcademicX 
Council re-affirms the following precedents for the guidance 6f the 
parties concerned: ^ ' 

^ i# 

1. The" method of financing the major portion of the publication 
costs of THE RETORT shall continue to be through an al- 
location of monies from the student activity fund by the 

^ Student Senate upon the recommendation of the Student Pub- 

lication Board and with the approval of the President of the 
* College. J Q, 

2. THE Retort sh'all continue to be integrated with tlie aca- 
demic program through jouri^alism courses under the Divi- 
sion of Humanities. 
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3. The faculty advisor to THE RETORT shall be recom- 
mended by the Division Chairperson of the Division 
responsible and approved by the Student Publications 
Board. 

4. The internal organization of the student staff and the 
administration of THE RETORT shall be determine^ , 
by the editor of THE RETORT; the student staff of 
THE RETORT being directly re sj^onsible to the etf- 
itor^. and the editor being directly Responsible to the 
Student Publications Board. 

5. It shall continue to be the mutual task of THE RETORT, 
students staff, the faculty advisor and the Division 
Chairperson to guarantee the fullest measure of free- 
dom of expr.ession on the pages of THE RETORT, and 

' to consider carefully THE RETORT'S delegated re- 
sponsibility since it myst always regard itself as be- 
ing one of the several voices of the college commxmity. 
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5019 ' SUPERVISING TEACHERS 

. / ■ 

Pajrment 

The Director of Student T^ching shall furnish to l^ie Business 
Office a schedule of hours spent by Itbe coiperatlng teachers, the students ' 
they supervised, and the amount of money they are entitled, to. A special 
pajrroll will be processed. When thelchecks are received they will be 
given to the Director of Student Teaching who will distribute them to the 
supervisors tp hold until the work is completed. 

Pay Scale 

IVJ'he following pay schedule for cooperating teachers has been 
approv^ for the Montana University System: 



3 cr. 


-$ 


40 


- 8 cr. 


- $ 


65 


13 cr. 


-% 


90 


4 cr. 


- % 


45 


9 cr. 


- $ 


70 ' 


14- cr. 


-% 


95 


5 


- % 


50 


10 cr. 


- $ 


75 


15 cr. 


-% 


100 


6 cr. 


-$ 


^5 


*11 cr. 


- % 


80 


16 cr. 


-% 


100 


7 cr. 


- $ 


60 


12 cr. 


- % 


85 









Each unit is free to negotiate with the school district supervising 
such student teachers. * 



(S.B. 3/4/57) 
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5020 - STUDENT PROGRAMS ABROAD ' 

, Because the problem of student absence for study, txave'l, or 
tours will quite likely become more involved as time goes on, and 
because any regulations or policifs designed to regulate these activ- 
ities should be siibject to constant review and-modificatidh, it is, 
recommended that the International Education Committee review 
cases as they arise, to determine that such cases have niet estab- 
lished, requirements, and to referi: such cases, 'with a recommenda-^ 
tion, to the Acaden>ic CounciL - , - 

It is also recommended that the following statements of gen- 
eraj policy be given consideration by the International Education 
Committee. 

Travel and/ or Study Abroad . > > . . o One Year \ 

1. A student planning to travel ot study abroad and to 
receive credit for such travel or study tnust re- 
ceive permission from tihe lnterriational\duc^tion 

^ ^ Committee. " v 

2. To al3ply for such permission, a'studeilt must 

^ have at least 2.0 cumulative grade point average. 

3. Before applying for such approval, a student plan- 
ning to unidertalce the equivalent of an academic - 

year -abroad program must ^confer with his or her - . 
adviser and file an outline of the program with the ^ 4 
International Education Committee at least three 
months before the end of the quarter preceding 
departure. The purpose of the student -adviser con- 
ference is to choose, from the published catalog of 
tH^ foreign college or university, courses and/or 
areas from among which the student may select the 
si±)jects to be talcen for and wtiich will be accepted 
as equivalent courses in the stude^t'^ Eastern 
Montana College program upon return* . The pro- 
posaljfiled as a result of the student -adviser con- 
ference must be approved by the proper deans if 
the courses are to be used to meet general educa- 
tion requirements or to meet professional core re- 
quirements. The proposal must bjS approved by the 
proper divisional chairperson if any of the courses 
are to be used toward filling the requirements for 
^ the major or the minor. 



continued, p. 2) ' ' * \ 

4. . Unles^. permission i^receiv^d from ttie International Edycation 
- — ^ Committ^^-a student may not register concurrently at Eastern 

Montana College and at a foreign college or university. 

5. Upon return from such a period of study, a student must provide 
* " suitable transcripts of ci^tedit from the foreign college or uni- 
versity which was attended. * ^ .j ^ . 

' ' ' V ' ,^ ^ . ' -. 

fraV(^l and/<!ir Study Abroad Le's^ Than One Year 

L A student planning to register in a forei^ college I or iiniversity, 
. "''or to participate in an^ potential Eastern Montanajf CoUege pro- 
gram of actual study- abroad for a period of one of two quarter^, 
' will be required to fg^lpw the procedure outlines in #3 above* 

- ■ » 

2. A student planning to be absent frorti the cajnpus/for the purpose" 
of travel and/ or 'study abroad for tjhree weeks sl|iould enroll in 
campus coui'ses for no more than 12 credits; fo^ 4 weeks 9 credits; 
^ for 5 weeks 6 credits; foritw^re than 5 weeks, ilo'credirs. ^ 

Prior to departure for a trippf*any duration b9yond one week, a 
student ^must obtain from each^ofessor Concerned during the 
quarter of the period of travel' a statement verifying that arrange^ 
m^ent-has been made for the student concerned to, enroll in the.x^ 
class involved and to receive credit if performance merits it, A 
copy of ea:ch such statement must be filed with the student's ad- ^ 
viser and with the Inter fiat ional E'ducation Committee. - 

Tours - Travel and/or Study Abroad . . . . . . Less Than One Year 

A group,of students participating in an acUvftty sanctioned by the 
College may be absent from the campys for a jSer/iod pf ug to fifteqn weeks. 
These students may be involved in an activity which has been approved by 
the Academic Council and by a recognized national organization, su(^ as > 
the National Miisic Council, the U.S. Statfe Department, United Service 
Organization, ot Red Cross. 

Such students^may ^arn (^aximum of twelve quarter hours of 
Credit their absence by: " . ^ # . — ^ ♦ 

I 1. -<.X?pmpleting a course "befare departure on tour. 

2. ' . ^ , 

3. Challenging a'course prior to departure or .upomretum. ^ ^ 

4.. . EnroUtag in an independent study^couf. a. 
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* One month prior to departure each student of such a group musj: 
obtain a statement from each prbfes'sor concerned during the quarter of 
the period, of travel. This statement must indicate the arrangement that 
hals been made to enroll the student in one or more courses, must indi- 
cate the requirements for completion of the course or courses, and* 
must list^ the credit to be earned if work is satisfactorily cofmpleted. 
Copies of this statement must be filed with* the student's adviser, with - 
the divisional chairperson of the student's major department, and with 
the International Educatijbn Committee* ' 

(It is recommended that these' students carry the majority of 
their credits ux courses of the activity area in which they are partic- 
ipating qn^tour and in courses of their academic major. ) * 
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'5021 - CLASS ABSENCES 
Request for Absence 



1 



Except for absence due t6 offical college activities, each faculty 
member is in full control of class attendance, ^y non -official absence 
must be approved directly by the instructor of the course. 

Absence resulting from official college activities that do not in- 
clude overnight trips must be cleared through the Divisional Chairperson's 
office and Registrar's Office by the faculty member in charge of the official 
I function. Such request^ may be in memo form with alphabetical listing of 
^-^students and a brief description of the nature or purpose of "the trip. ^ 

Off -campus Overnight Trips v . . 

AU off -camtjus overnight trips involving students must be registered 
with the Divisional Chairperson's office, and/or the adviser, the Dean of 
Students and the Registrar's Office at least one week prior to the date of the 
trips. .Forms may be obtained in the Dean of Student's Office. 

The registration will consist of the completion in quadruplicate of 
an official form which will include the following: 

1. An alphabetical list of students involved in such trip. 

2. A distailed description of a accommodations for students 
during the trip. Whenever possible, women students 
should be assigned college housing. ^ 

3. The names of one or more faculty member or chaperone 
accompanying the trip. ^ 

Out-of-state Travel . ^ , 

Any student group officially representing the College and traveling 
.^ut -of -state must be accompanied by a faculty member or approved 
substitute. » * 

Insurance / 

Organized student tours outside of Billings and its immediate environs 
are required to have tour insurance, and other tours are strongly urged to 
carry such insurance. 
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5022 - GUIDELINES FOR SUBMITTING EMC G^ANT PROPOSALS 



Proposals should be submitted at least seyen to ten days prior 
to the deadline as shown in the guidelines,' This helps everyone in- 
^ volved in thp-^ollowing manner: someone else within the College could 
be seeking funate from the same source without knowing it; it affords 
those who examine the proposals an opportunity to /read and review 
the proposals without pressure; it gives the Development Office an 
opportunity to have everything in order before submission of the pro-, 
posals. . . 

To avoid {he difficulities and pressures, the following guide- 
lines are to be followed: 

1. Draft a rough statement of the proposal, outlining the 
general design of the project in sufficient detail that it 
ivill receive the support of the department head and the 

^ divisional phalrperson. If the proposal involves a re- 

organization of curriculum, finances, staffing, etc, , 
the dean of the^ school' will need to bejnvolved. If the 
proposal involves Federal funding, there are definite 
guidelines that must b^ rigidly followed. For fiscal 
procedures the Business Manager should be one of the 
first to be informed when developing a proposal. ^ 

2. Spell out what the proposal will accomplish. Be as 
specific as possible. ' ^ 

3. Estimate,^ as accurately as possible, who is to be in- 
vblved, how long the project will^take and how much ^ 
it will cost. If Eastern Montana College fu^ds are in- 
volved, show their source, and indicate by whom 
authorized. j 

4. Survey what has been done in the field and by whoni, ^o 
that you can state how your project will differ from,, or 
go beyond, what has already been done. Give samples 
and descriptions ot data gathering instruments. Describe 
how and by whom the results will be analyzed. 

5. To avoid problems, apprise your department head or 
divTsional chairperson of your intent to write a proposaL 
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Spe6ific Steps to be Taken ^ 

1, While working on the draft copy of the proposal, consult with the 
Business Manager, the other administrative officegrs involved, 
/ and with any other individuals who may be helpful on or off the 
campus. The schools may set up such internal procedures as 
they see desirable to carry put this consultation so as to make 
proposals most effective, and yet not inhibit the creativity of 
the individual project director. 
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2, Develop a detailed budget; have it phecked with the Business^ 
Manager before final typing, Thj^us the first step in the pro- 
cedure ofjjjreparing a proposal before final typing. If the p3:.o- 
posal involves a Federal pro-am, matching money from Eastern 
is usually required. The source of this matching money, and the 
disposition 6f indirect costs, must be clearly defined. Any prb- 

* posals indicating use of additional or new faculty for a program, 
or indicating a salary for suggested faculty, must have a state- 
ment Qn a separate sheet showifag how this is to be accomplished, 
by whose authorization, and their signature. Said statement must 
accompany proposal vhen delivered to the Development Office, 

3, Upon final typing: the project director and the Business Manager 
in consultation withjthe other appropriate administrators, sha|l 
determine that the proposal is iiK substantial finaJ. form for exam- 
ination by those who should be informed. The project director 
will arr^ange for the typiag of the final copy of the proposal, and 
furnish the Office of Institutional Development enough copies for 
distribution to the following people: the Department Head, the 
appropriate Dean, the Business Manager, the Academic Vice 
President, and the President. The office Will be responsible for 
distribution to these people. 

4, A Grant Request Transmittal Form: Attached to the final copy of 
the proposal for internal use will be a facing sheet With the signa- 
txires of the Department Head,* pivisionfal Chairperson, the Dean' 
of the appropriate school, the Business Manager, and the Academic 
Vice President, FolloMfing these signatures, the project director 

. . arranges for a brief meeting with the President, at which time the 

finaJ' proposal will be signed, and the project director will be re- 
sponsible for the mailing of the proposal. Copies of the proposal 
^ whh the completed transmittal sheet will be distributed to each 

individual listed on the facing sheet. 

140 . • 
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The Development Office will inform the faculty of the College 
when each proposal is mailed, and wUl further notify them when the 
proposal is funded. 

As st)on as any information concerning the funding or.reiection 
of a pro^posal is received in the President's Office or any other office 
copies of this information will be distrliDuted to each of the following- 
the project director, the Pivisional Chairperson. - the Dean of the 
School, the Business Manager, the Academic Vice President, and the ' 
President. 
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Project Director: 



EASTERN MONTANA COLLEGE 
Grant Request Transmittal Form 

Proposal No: 

Date Submitted (mailed) 



Proposal Title: * 



Brief Description/Title ^ 

V 

Act 



P. L. 



Title 



Proposal Submitted to*: 
i 



Percent 



_Section_ 
Amount 



Beginning Date: 



_Federal 
State 

Non -Cash 

Other 

(Explain) 

to 



month 



year 



.month 



If Grant is for more than one year 

First Year 

Second Year^ 

Third Year 



I. 



to 
to 
to 



Disposition of Indirect Costs: 



year 



$ 
$ 
$ 



Soxirce of Matching Money: 



Internal Approval and Copies To: 



JDepardnent, Head 
JDivision Chairperson 
JDean 

_Business Manager 
JDirector of Development 
_Academic Vice President 
President 



ACCEPTED 



Date $ 



Received 



Date^ 

Date_ 

Date_ 

Date 

Date_ 

Date" 

Date 



News Release 



(date) 



REJECTED 



pate 
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5023 ' L - SUMMER SI^SIQN - GENERAL STATEMENT 

''Summertime - and the Livin' is easy. So goes the old songo Al- 
though summertime studying isn't exactly "easy, " summer school provides 
a wonderfully relaxed atmosphere in, which to engage in a full spectrum of 
academic activities. Smaller classes, greater emphasis upon independent 
study, and a wider variety of special programs and workshops - both on and 
off campus - distinguish the summer session from the regular academic 
year. 

As we see increased emphasis nationally on continuing education and 
new expe^jiments in post -secondary education, the role of the summer session 
and the accommodations it allows become increasingly important. 

The limited enrollment, while increasing in recent years, prohibits . 
the utilization of all memBers of tlie faculty desiring to be employed during 
the summer session. Every effort is. made to employ such persons in ac- 
cordance with current demands, policies, and budgetary Allocation* 

f 

5023 - 2. - SUMMER SESSION - SALARIES ; ' . , 

The maxin]ium salary reimbursement for contracted summer session 
teaching personnel shall not exceed two-ninths (2/9) of the prior j^ear*s 
salary for a full summer assignment. ^ 

NOTE: This policy was recomrtiended by the Council of Presidents and 
approved by the former Board of Regents on Deceniber 9, 1971J 
'under Item 221-002, which this item supersedes. ^ 

(Item 3-010-R 1273, December 10, 1973) 
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5024 - L - OFF CAMPUS WORK FOR RESIDENT CREDITS- 
REGENTS' POLICY . . 

The Board of Regents of. Higher Education authorizes the Com- 
missioner of Higher Education to establish guidelines and approve or 
disapprove requests* from tlie units of the Montana University System 
to grant resident credit for off -camp}us course work. The guidelines 
shall include evidence that the course work offered is equivalent to 
that taken on campus in relation to faculty, facilities, educa^tionai re- 
sources and the eligibility of the student to enroll in the institution* 

V / , 

(IteitLl-902-%DI74, January 14, 1^74) 



5024 - 2. - OFF CAMPUS WORK FOR RESIDENT CREDIT - 
REGENTS' GUIDELINES 

Guidelines Relative to Granting Resident Credit for Off -Camptis 
Course Work, Montana .University System 

The Board of Regents of Higher Qducatioa hereby establishes 
the following guidelines for the granting of resident credit for off - 
campus course work: 

1. It should be understood that these guidelines do not .apply 
to intern and practicum^ (such as student teaching) experi- 
ence, nor to programs approved by the Regents as resident 
off-campus centers. 

2. If the Commissioner approves a request tb grant resident 
^ credit for off-campus courses w^ich are not part of the 

regular instruafitonal program, such apj^roval shall per- . 
tain only to the students' records. Thus, enrollment in all 
courses offered through Extension and Continuing Educa- 
tion Divisions ot Departments, whether carrying extension 
or resident credit, shall not be included in resident enaroll- 
ment statistics. 
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3. Fees cliarged for off-campus courses approved for resident 
credit, except those in the regular instructional program, 
by the Commissioner shall be those normally charged by Ex- 
tension and Continuing Education Divisions or Departments 
as outlined in prevailing Board actioqjb. 
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4. All extension offeis;^s approved for resident credit shaU con- 
tinue to be offered on a self-supporting basis as outlined in 
prevailuig Board actions. 

5. Institutions authoriziftg payment of honoraria to instructors for 
teact^ing extension offerings approved for resident credit shall 
employ the same payfient schedule approved for extension 
courses, but ajdjustments may be authorized when xmusJUal cir- 
cumstances occur. 

^ i 

6. Courses offered off campus for \yhich resident credit is be|ng 
requested must f^ll within the role and ^cope of the institution, 
as -outlined in Board policy^ 

7. Before the request is forwarded to the Conmiissioner, the 
President, Academic Vice President or other designated offi-- 1 
cial must certify that the following conditions have been made: ' 

A* Faculty - Persons assigned to teach off -campus courses * 
for which resident credit is being requested 
must have credentials equiv^^nt to those re- 
quired of faculty teaching the same or similar . 
courses on campus. 

B. {^tlities- Library or laboratory facilities must have 

been assessed and determined to be equivalent 
to those required for the same or similar 
courses offered on campus. 

C. Educatipnal Resourses - The appropriate educational re- 

sources have been assessed and determined to 
be equivalent to those required for the same 
similar courses offered on campus. 

D. Eligibility of Students - Students must meet the same ad- 

mission and grade point standards and other aca- 
demic requirements that. are met by students 
taking the same or similar courses on campus. 

8. Exceptions to the above guidelines will be considered upon justi- 
fication to the Commissioner of Higher Education; 
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(Item 5-901 -R 0774. July 8, 1974)- 



« 



\ 



5025 - CHARTER FLIGHT POLICY 



It is the policy of the Board of Regents of Higher Education 
that arrangements for, charter special schedule and group tour 
flights out of the United States by students, faculty and others as- 
sociated.with the various units of the Montana University Systenx 
be coordinated through the office of the Commissioner of Higher 
Education to assure maximum availability throughout the system. 

(Item 3-OU - R1273, Dec 10, 1973) 
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600L0 SPyfeAKERS POLICY - PREAMBLE AND PHILOSOPHY 




le United States of America has accorded to its citizens the 
highest degree of freedom of speech consistent with its laws and with a 
broadP'definition of decency. It is the intention of these regulatidns to 
accord a like degree of freedom to the campus community of Eastern 
Montana College while in addition taking into account that the primary 
function of an educational institution is to educate and that all segments 
..Qf the campus community hs^e a particular responsibility for the pursuit, 
oiffuth. Controversy for the sake of controversy or for sensationalism 
contributes little, but if it is founded on mature examination and analysis 
controversy ovet the great issues of our time is the heart of a college 
and the heart of a nation. 



600L SPEAKER5 PflLICY - REGULAR COLLEGE CLASSES 

A faculty memper njay invite to address a class any speaker 
wl^ose presentation is expected to aid the^ students in attaining the ^ 
objectives of that course. If the speaker is a dignitary whose presence 
on the campus should be officially recognized, the faculty member should 
notify in advance the appropriate faculty or administrative offices. 



6001. 2 - SPEAKERS POLICY - FACULTY ORGAfjiZATIONS 

Within the framework of the educational ipurpose for which the 
organization came into being, and'coasistent wich its purpose aS stated in 
its constitution,^-sany faculty organization is free to invite to address its 
menabership any >bpeaker competent to- shed light in any field of interest 
reasonably related' to the stated purpose. A Campus Facilities Request 
Form from the Office of Information must be completed, and visits by 
dignitaries shoul^be afforded institutional attention. ^ 
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600L 3 -SPEAKERS POLICY - STUDENT ORGANIZATIONS 

Within the framework of tfne educational purpose for which 
the organization came into being and was chartered by the Student 
S^ate, and consistent with its constitution, any student organiza- 
tion is free to invite to address its member sltjjp any speaker coni- 
, pete^t to shed light iQ any field of interest reasonably related to 
,.'the stated purposes. The faculty. adviser shall provide the organ- 
ization necessary information concerning the extent to which a: 
program meets' v^fith the educational standards of Eastern Montana 
College. A Campus Facilities Request Form from the Office of 
Information must be completed, and visits by di|rnitaries should 
be afforded institutional attention. 



6001.4 - SPEAKERS POLICY - OFFICIAL SPONSORSHIP BY 
EASTERN MONTANA COLLEGE 

Programs, including guest speakers, officially sponsored 
by ^ Eastern Montana College" / and not by its constituent organiza- 
tions must be approved by the President of Eastern Montana College. 
The Director of Information will complete a Campus Facilities-^^ " 
• Request Form when so informed. 



60QL 5 - SPEAKERS POLICY - OFFICIAL SPONSORSHIP BY 
ASSOCIATED STUDENTS" 

Programs, including guest speakers, sponsored by the 
"Associated Students of "East(?m Montana College" should be 
approved by the Studei)(f)Sen^tf6 or by a conunittee of the Senate 
given this resr)pnsibility. iThfe President of th6 Associated 
Student^ will complete a Gaiilpus Facilities Raq[Uest Formo 
Visits by dignitaries shouli^ be afforded Institutional attention. 

:f , (Academic Council 2/2/67) 
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6002. 0 - COORDINATION Ot? EVENTS - GENERAL POClCY ' . 

Public service is' one of- the ^oles of Eastern Montana College. 
•Rjjblic service is given to the college commuiiity, the local community, 
the state^ and the nation. A portion of this role consists.of making 
available college facilities, personnel and tiitie in such a manner as to 
make positive contributions to programs and efforts of others. The 
tUoordinator of Ev(&nts serves to arrange for use of college resources in 
this phase pf college and public activities. ' 



DefiJifiitions (Applicable ^nly to Chapter VI) 



i 



The College aily academic or acJn:iinistrativedivK3ion, de- 

partment^ agency, or office; or any official thereof, 
including stu'dent organikations chartered by the 
Student Senate. . ^ . 

Event any activity, not part of a tegularly scheduled aca- 
demic program to which the college commits facil- 
ities, equipment or personnel. This sometimes 
includes events that are i,nstriictionaf or acaderriic 
in nature or presented ,fgp academic credit. 
Coordinator of Events --is thaf 3j&^ff person who acts as liaison 

between the sponsor of an event and the college. 
Campus Facilities Request Form (CFR> -- the baijjc document 
/ used to record the? details of an event and to for-, 
malize the college's commitment to provide support 
for an event. * . 

any person or organization to whom the college com- 
' mits resources in support of an event. The sponsor 
thus incurs primary responsibility for the event. 
Off -Campus Sponsor any off -campus or non-coljege indi- 
vidual or organization wishing to sponsor an event 
'involving Eastern Montana College's rj^feources. 
--all college land and buildings. ^ ^ 

all college property not permanently installed or^ 
'attached to college facilities. * Note: College facil- ' 
ities and equipment belong to the State of Montana. 
- may be a formal legal document, but also inclucles 
written agreements and commitments made tlirough 
use of the Campus Facilities Request Form (CFR).. 



Sponsor 



Facilities 
Equipment 



Contract 
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6002. l-'COORDINATION OF EVENTS CAMPUS AGILITIES REQUEST 
" FORM (CFR) - PURPOSE ' " - 5 

No event should occur or be announced as occurring on this 
campus without approval through the "Campus Facilities Request^Form • 
(This is intended to be of -a coordinating and informational approval 
rather than any attempt to censor particular types of activities, find ^ 
approval is given in line with policies appearing elsewhere iix th4 Faculty 
and Stdff Handbook. ) ^ , I 

\ _ , ^. > . ^ ■ . ■ 

The CFR is a vehicle for cbordinating and 'committing coEege 
facilities, equipment, and personnel to an event. It eithe^: serv|s as 
or provides the^basis for written contracts and agreements between a 
sponsor aria the college. The CFR provides documentation of 9^nts 
to avoid ccmflicts in schedules' dSid assures the sponsor pf an ev^t that 
college support is committed and that plans and activities may F|roceed, 
• •■ ^ ■ . ■ ' ' . « ■■ 

It provides the basis forjnablishing event schedules and ialen- 
dars for tile information of ancrto facilitate planning by other pifilic or 
college groups. Thus, each may contribute, participate, (pr consider 
each event in light of their own interests and activities. - j 



6002. 2 - COORDINATION OF EVENTS - RESPONSIBILITES OF^THE 
COORDINATOR 



The Coordinator of Events a^^in^ijj^^sory capacity both to 
the College and to sponsors. The CoojMaat^b^i^ parties together ; 
so that agreement can be reached and decisions made and sees that 
formal -communications are established so that provisions are made 
to meet the full needs of each evjento The Coordinator facilitates a- 
' greements arid commitments both on the part of the sponsor and of 
tSie College and monitors perfor^mangs of sponsors and the College to 
assure that each event is supported and stage4 in the most profes- 
sional manner possible. , The Coordinator alone cannot commit College 
resources to an event. * - - 
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6002. 3''- COORDINATION OF EVENTS - PROCEDURES WITH ON-CA MPUS ^ 
SPONSORS ] ' ' ^ ~, [ '■ '- ~ 

Persons or'groups wishing to plan and sponsor an event should first 
contact the Coordinator of Events and fill out a CFR form. This should be 
done at the earliest possible date. Advisers to student groups are asked to 
make sure that such a request is initiated. As a convenience to. sponsors' of 
events in the Student Union, the Director of the StudeM Union may serve as^ 
-initial contact for use of facilities. The Director will relay appropriate 
information to the Coordipator of Events, who will initiate the CFR* 

Clearance t© plan an event by an adviser or administrator does not . 
obviate the need to file a CFR. ^ . ^ 

No one can schedule use of any particular facility until agreement 
is provided- through all necessary signatures on the^FR. College officials 
respousible fo^ a facility are asked to keep records of building use to avoid 
duplicate agreements. Their signatures on the CFR form commits the facility 
to use omthe date and at time specified. Approval signatures sets in operation 
a chain of activities engaged in by the sponsoring organi:2ation such as tickets, 
advertising, etc. 

Go over thfe requirements of your event with the Coordinator. Use 
the event checklist to assure t^hat all requirements for a successful event - 
are covered in the planning phase. Be prepared to cover necessary expenses 
with proper budget plamdng. Event sponsors are responsible for carrying 
tjirough the plaimed pr^4m once commitments or arrangements are made. 

Legal, monetary, and support agreements must be between the sponsor 
and the College. Once commitments are made, performance becomes an ob- 
ligation, unless changed by agreement of both parties. 

« The Coordinator of Events shall not be liable for legal or monetary 
obligations between sponst)rs and the College. v 

The Coordinator must be alert that the College does no*: over -commit 
its resources. T|ie instructional program is the College's first priority and 
public services (events) are a desirable adjunct to the College's prim3.ry 
miiSsion. The College' is neither funded nor staffed to permit events tp make , 
inroads into its basic responsibilities. , ' 

162 ■ . ^ " 
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6002. 4 - COORDINATION OF EVENTS - PROCEDURES WITH 
~ OFF -CAMP US SPONSORS 
7 -■ 



.\The same principles apply, and insofar as possible, the same 
procedures will be adhered to as outlined for on -campus sponsor s. 

The College (as defined previously) may wish to share sponsor 
ship an off -campus sponsor, particularly if the subject of the event 
is closely aligned with the interests or activities of the College, 

In cases where a desired event by an off -campus sponsor does 
not logically align itself with tlje direct interests or disciplines or 
any particular college department or official and it can be determined 
that it is in the College's best interest to host, the role of sponsor- 
ship may be performed by the Office of Information. 

✓ 

No public service activity will be declined without efforts on - 
the part of the Collate to provide sponsor ship. 

Protection of College Facilities and Equipment 

Evei^t sponsors incur^a certain responsibility for College facil- 
ities and equipment used djuring the course of their particular event. 

While the College is willing to lend available facilities an^ 
equipment as a public service, the College cannot be held directly 
responsible for the conduct of sponsors, participants, or audiences. 
Damage to or loss of College facilities or equipment i^esulting from 
negligence must be compensated for by the person or organization 
responsible. 

Early and thorough planning of an event will ensure that secu- 
rity of College property is given due consideration and responsibilities 
fixed. 

Rental Policy 

^ 1. College facilities shall not be rented, for: 

a. Games oj^hance, lotteries, or raffles./ 

b. Social dancing except when sponsored by 
the College. ^ " , 

c. Activities whicb permit the drinking of 
intoxicants. 

d. Public sales. 

e. Political meetingj3, unless -open to all 

■ , * citizens without charge; and hmd -raising 

activities of any kind. " \^ 

^ f. Sectarian groups, for church services. 
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(6002. 4.-continued, pg. 2) 



g. Any off -campus group to hold jregularly scheduled meetings. 

h. Individual or private promotions for profit. 

t 

2. To classify organizations, the following guide will apply: . 

CLASS I: 
■ 

Organizations directly connected with the College or tax 
supported bodies of the city, county, state or federal govern- 
ment. No rental fee will be charged these organizations un- 
less funds are available for this purpose. Charges for addi- 
tional personnel required, such as supervisory, custodians, 
police and attendants may be assessed. Admission may be 
charged only if derived profits are to be used solely for the 
benefit of an Eastern Montana College organization. Receipts f 
derived from such admission may not be shared with an off- 
campus organization. Admission may be charged only if it is 
not jji conflict vvdth other College policy. \ , I * 

CLASS II: ^ 



Organizations such as civic, charitable, and character building 
organizations, or brganizatidns with community interests. These 
must be non-profit organizations and cannot charge admission 
fees. Such organizations may not>use these events for fund raising 
purposes. Class II does not include religious organizations. 
Rental fees will be charged according to the rental fee table. 

CLASS III: ^ 



"^eludes other civic, politidal, fraternal, religious br other** 
private organizations whic^ nfiay charge for admission. Rental 
fees will be charged according to the rental fee table. Class III 
organizations must execute a formal contract negotiated by the 
Business Office for^ eacjr rental. 

3. College facilities shall be rented for specific hours. Off-campus 
sponsors are encouraged to explore use of similar facilities in the 
local community. Rentals will be for specific rooms or are^s, 
and sponsors shall cbnfine their activities to such specific locations 
^nd shall not enter other College areas. 
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4. CoUege facilities shall not be rentpd for personal or 
individual use. Determination of the natiire of individual 
or .pei;sonal use shall be made by the Director of In- 
formation. 

5. If not in conflictyith College ^tivities, first priority, in 
case of conflicting dates, shall go to those events having 
purposes most similar to those of the College. This ' 
determination shall be made by the Director -of Information. 

6. Except by special prior ar-Pangement, College equipment 
shall not be rented or loaned. Groups using College e- 
quipment must agree, 4n advance, to fuU responsibility" 
for proper security, care, and maintenance of the e- 
quipment. 



7. 



Any group requiring custodial services after regular 
hours must be prepared to pay an extra charge. 



8. The Director of Information will be alert to determine 
if excess activities are placing a burden on College 
facilities and personnel. The Director is authorized 
to suggest alternatives or reschedule events to main- 
tain acqeptable space and work loads. 



/ 
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. 6002, 5 - COORDINATION OF EVg^vITS - RENTAL FEES 

(NOTE: Fees are sutoject to change without npti'ce) 

CLASS I> - 
/ 

1. No rental fees will be required of Class I organizations. 

2. Charges may be levied for after -hours janitorial service, 
attendants, police and'^for equipment use, if applicable. 

CLASS II and CLASS III: V 

FACILITY . .CLASS II CLASS III 




^ I. Classroom and Conference % 

rooms . 10. 0,0 ' 20. 00 

2. Multi-pupose room " 20.00 40. 00 ' 

3. Science Auditorium -25. 00 50. 00 

4. Physical Educatic^n Building ' 

Activity Room^ 20. 00 ^ 50. 00 
5- > Physical Education Building 

Not including pool 150. 00 500.00 

6. Petro^Theatre \, 100.00 2-50.00 . . J 

7. Petro West 25. 00 50XOd* 

8. Rinirock Hallsr rooms 

Missouri / 7. 50 . 12.50 

Madi^ 7.50 12.50 

Jeff^son 7. 50 12. 50 j 

Gallatin 7.50 12.50^ 

Copper 7. 50 12. 50 

Ponderosa 15..00 20. 00 

Yellowstone . 15. 00 ^0. 00 

Treasure State, 25. 00 ,35. 00 

9. Lounge - Lobby 35. 00 • 75. 00 
10. Commuter Cafeteria . 25. 00 50. 00 
U. Conjmuter Cafeteria 100. 00 200.00 

12. Librarjj^cture halls (small) 35. 00 ' 65. 00 

13. . Libra^ lecture halis |large) 75. 00 130. 00 

L Costs of operating personnel and equipment rental 
is not included in the rental fee and charges will be 

^levied accordingly. ■ ^ ' ' ' 

2. Each rental by Class III organizations will be covered 
by a formal contract negotiated with the Business Office. 
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6QQ2> 6 -r COORDINATION OF EVENTS - FOOD SERVICE 



Limited food service is available for certain events. The 
food^ervice is under contract by the College to provide meal service 
to students^ The food service has the right to decline requests that 
place excess strain on this capability. 

No food will be served' on campus except as approved by the 
food service contractor. Exceptions to this policy apply to: 

- Jabber. Wocky Shop in the Student Union 

- vending machines owned or consigned by the College 

- theatre and gymnasium concessions 

Any other exceptions must have written approval of the College 
and of the food service contractor, thereby^releasing the College and 
the food contractor from any liabilities arising from such exception, 
e.g. food poisoning, equipnient or property damage, or addfttc5faal\ 
costs required to clean up facilities. ' ^ \ 



6002. 7 - COORDINATION OF EVENTS - PHYSICAL 
, EDUCATION BUILDING 

* ^ The purpose of this facility is to provide an area in which 

experience related to the educational growth and development of 
stud(?nts m,dy be carried on. Activities conflicting with the pur- 
pose^are to be kept to a minimum. 

y 

Gymnasium-- 

1. One high school basketball tournament may be sched- 
uled each year. 

y - 

2. The Associated Students may schedule thisi facility on ^ • 
two separate week nights each quarter. On of the two 

nights should be a Monday or Wednesday, the other, ^ 
a Tuesday or Thursday. Two weekend nights may 
also be used each quarter. 

a* If the Associated Students do not exercise this 

prerogative, unused nights may be assigned ^ 

to other campus groups through the usual ^ 

channels. 
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. b. The Associated Students are encouraged to schedule 
events on Friday or Saturday night. 

3. Help for the operation of all events must be secured through 
the Director 'of the Physical Plant, where advisable, or 

^ through the Division of Health, Physical Education and 
Recreation. ^ 

Swimming Pool 

1. The swimming pool at Eastern Montana College exists 
primarily to serve the instructional and academic related 
programs. - . 

2. Schec^uled intramural programs and college recreational 
programs are accotded next pafiority for pool use. 



3. Indiyidual gue^s,'or non -college ^oups, accompanied by. 
a group leader, may share schedvTLiijl college recreational 
hours, if inVfted4Dy accompanied by an EMC student, 
faculty, or ^taff member. Fees will be charged guests 
for each swimming session. 

a. Individual guests and groups will be charged' a 
fde-of fifty cents per person per session* 

4. Other gfotips, not defined abovQ, will be required to pay 
for the operating expenses of the facility. 

a. Personnel to operate the pool must be hired 
through. the Division of Health, Physical Ed- . 
ucation and Recreation. 

b. Minimum personnel to operate the pool for 
a raixed (male and female) group are: 

One maptenance man 

Two lifeguards , 

Two' locker room attendants 

c. Wages of operating personnel may be governed 
by overtime considerations. 

4 

d. ^ When all -college groups (students, faculty, or 

staff) are involved,' costs of the program will 
be the actual^ cost of the operating personnel. 
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e. ' Pool use is limited to 100 persons at one time. 

f. The pool may be rented for a maximum of 
two hours. 

g. "* The pool mSy not be rented for individual 

or personal use. 

h. Off-campus groups: Monday through Friday, 
$1 per person, $30 minimum. Saturday, 

$1 per person, $50 minimum. 

5.^ Requests for swimming pool use should be processed 
through the Coordinator of Events, Office of Informa- 
tion, as early as possible, and in no case later than 
two weeks before the desired use date. 



\ 
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Replacement 
September, 1975 



6002, 8 - COORDINATION OF EVENTS - PETRO THEATRE 

The main purpose of this facility is to provide^an area in which 
experiences related to the educational growth and development of students 
may be carried on. «^ 

1. ^ The first priority for u6e is given the instructional program 

of the College, 

2. Procedures for scheduling Theatre use conform to the standard 
procedures outlined in the Campus Facilities Requests, 

3. The Dean of Students is responsible for assigning Theatre use 
in cooperation with the Coordinator of Events. 

4. ^ The Director of Dramatics normally reserves the Theatre for 

a period of three weeks preceding opening date of a drama 
production and for the period covering the performance date,. 
This block of time will not exceed three consecutive Sundays. 

5. A qualified person, approved by the Coordinator of Events, 
will be in attendance during each event to adeure adherence 
to Theatre #r College policies and regulations. 

6. For events requiring use of special lighting, sound, props, 
etc. , stage hands designated by the Coordinator of Events 

w must be on duty during the entire period of Theatre use. Thfe 
Coordinator of Events will also determine the number of 
^ people required and the pay rates for such help. 

7. No sngioking wiU be permitted in the Theatre or other 
d'esignated areas. 

8. The sponsor or sponsoring organization will be responsible 
\ ' for custodial seirvice if refreshments are served in the 

Theatre or adjacent areas. 
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6003 - EMPLOYMENT OF RELATIVES 

rr-- ■ — 



Addition 

September, 1975 



While the pbllcy of Eastern' Montana College Is not In any way antagonistic 
to the employmentlof qiCillfled relatives, it seems to i)e common sense and good 
management that s^uch ^relatives not be employed within an area supervised by a 
relative. Hence, the following regulation which has been our general policy, 
but not published or explained for the benefit of present and prospective employees. 
Is established. 

^ Rela'tlves may not be employed within the same Department, Division, or 
Office, or within any Department, Division, or Office within the supei^islon or 
jurisdiction of the employee's relative. The term ^'relative" Includes the specific 
relationships of father, mother, son, daughter, brother, sister, uncle, aunt, 
husband, wife, first cousin, nephew, niece, father- In -l^w-,% mother-in-law, 
brother-in-law, sister -In-law, stepfather, stepmothe^^^ stepson, stepdaughter, 
stepsister, stepbrother, half brother, and half sister/. 
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CHAPTER VII 



BUSINESS PROCEDURES 



7 

t 



162 

o 



7001 - BUSINESS PROGEDIj#$ - PREAMBLE - ' * \ . ^ ' 

f Toi enable Eastefi^JNj^ College to provide physical and financial 
resources in an effectivefioii^er for th6 benefit of the students, faculty and 



staff, the I College has add|fC^piuu£orni business procedures for the expendi- 
ture, accounting and repp?ti^ of all funds available to it. These procedures 
are designed to provide tho||(Who manage College financial revenue with the 
knowledge they need to c^iS^but their responsibilities while insuring that 
students,' faculty and stai|t adequately compensated for any Cj^Uege 
service costs they may 

^ ■ If ■ . . 

■ I? s ' 

■ >• ♦ 

7002 - BUSINESS PROCE£?0RgS ^ ADMINISTRATION 

\ " 
Business Procedures are administered by the Business Office which 
is qh^ged with the responsibility of maintaining all records pertaining to 
campus financial affairs. The Business Office is functionallj^prganized 
under the Business Manager into fouif major Operating areas headed by the 
Controller, the Director of Computer Services, the Director of Physical 
Plant, and the Manager of the Bookstore. ^ 



A. 



7003. 1 - BUDGET CONTROL - BUDGETING DEFINED 



, Bt|ri9eting is the method the College uses to plan future financial 
needs for all programs to insure that available funds will be distributed 
as adequately as possible to maintain and improve the overall quality of 
educattion at Eastern Montana CoUec 
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7003. 2 - BUDGET. CONTROL - 66dGET PREPARATION 

a. Annual budgets are prepared in the Spring for the following' 
fiscal year beginning July 1. Instructions are issued aiinu^lly 
on methods of preparing budgets and submitting them to the 
President. ' * - * 

2. ' The requests are compiled by the Presidfent and adjusted 

4«^cordlng to available funds. ^ ^ - ^ . • i 

3. The consolidated budget is sem to the Board of Regents for ^ % 
approval. Upon approval, this budget serves as a basis for 

College operation fpr a fiscal year from July 1 to the n 
June 30. 

4. Budgets for axixilliary enterprises, student activity accoui^fs, 
and educational progranis are approved locally by the 
President or hie^de^gate. • 
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7003. 3 ^ BUDGET CONTROL - NEW PROJECT / 

A depattment'must not initiate my projects which will result in 
deficit spending. New projects must be presented to the administration 
for approval and financing. ' - 



7003. 4 ' BUDGET CONTROL ■ RECORD KEEPING ^ 

EacTWdepartment is asked to keep a record of its spending in 
relation to it)i budget and process its requisitions accordingly, j A 
detailed record of expenditures is maintained by the Busjbiess Office 
for daily review. A monthly report is furnished to the dep^tments 
showing the status of their budget. 

16^ 



7003> 5 ' BUPGEsT CONTROL - CAPITAL EQUIPMENT 



' Capital equimient allotments should be spent eirly.in the fiscal 
year. Capital items We defined as tho&e items costing more than 
$100. 00 per unit whicK t^ve an expected life of more than one year and 
are non -depreciable. 

1. Department chlairmen are required to keep ah inventory of 
their department's capital items. The inventory must 

include any idejitifiable numbers such as serial numbers. 

. * 

2. Certain types or capital equipment items mupt be coprdinated, 
before purchase, withr other departmerfts on campus to insure 
that the equipmient is purxjhased as economically as possible 
and that it will Ije compatible with similar equipment the 
college has. These include: ' 

a. audio-visual equipment and supplies: Coordinate 
with Audio ^Visual Services. ^ 

b. carpets, draperies, air conditioners, paint: Submit 
-requests to the Business Manager on a project author - 

izatjxSn form and coordinate with the .Director of - 
. Physical Plant. 

c ' data processing equipment and supplies: Coordinate 
^vith Director of Computer Services. . 

d. duplicating and copying equipment: Coordinate through 
the Business Manager, 



7003. 6 - BUDGET CONTROL - SALARY SAVINGS 

^ SaWy savings created by resignation^ and l^ite appointments^ 
are transferi^ to a geher'al reserve and do not accrue to the depart- 
ment concerned without express designation. 
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7003> 7 " BUDGET CONTROL - BUDGET CHANGES 

A Budget Amendment Form available from the Business Office 
should be prepared for changes desired in a departmental budgets 
Funds can be transferred as follows: 

1. ' Academic and non -academic salaries to a general 

reserve. 

2. Irregular help, operating expenses and capital within 
these categories. 

3. Travel --no transfer. r 



7004 - CENTREX 



1. CSentrex, the campus telephone System, operates from 
8 a. m. to 7 p. m. Monday through Friday. It is closed 
weekends aj^holidays. 

2. When the switchboard operators are not on duty an 
answering service will refer emergency calls to the 
appropriate administrative officer. . 



7005 - MAIL CENTER • 

1. The campus Mail Center on the second floor of Rimrock 
Hall is operated by the College as a pickup station iox 
incoming and outgoing mail. The Mail Center is not a 
branch of the U. S. Postal Service. 
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2. The Mail Center is open from 8 a. m* to noon and from 1 p. m, 
to 5 p.m, Monday through Friday. Mail is di'Stributed each 
day to individual boxes and may be picked up from boxes 
anytime Rimrock Hall is open. 

3. Mail collection bqx^vS hav^ been placed at strategic sites 
throughout the campus. Mail is collected for sprtingby 
campus employees at times posted on the collection boxes 
and outgoing mail is picked up daily by the U. S. Postal 
Service. - . 

4. Members of the faculty and staff may be assigiled mail boxes ' 
for their personal use. Persons who receive mkil through 

the Mail Center are requested to inform their correspondents 
of the campus box number and to request use qf the number on 
mail sent to them at the College. 

1 

5. Since the center is not a subsidiary of the U. S. Postal Service, 
mail to be Insured, registered or certified must be taken to a 

^ branch of the U. S. Post Office. ^ 



7006 - MAINTENANCE SERVICE 



Routine maintenance service is requested on a "Work Order" 
form available from the Physical Plant Department. Requests . 
received by telephone by the^ysical Plant wiil not be honored 
unless they involve an emergency. 

The Physical Plant office is open from 7:30 a. m. to 5 p. m-. 
daily except Saturday, Sunday and holidays. For emergencies 
when the office is closed call the at-home numbers listed In 
the Eastern Montana College Directory. The first person to 
call is the general foreman. If you are tmable to reach him, 
call the campus engineer. If the campus engineer is not 
available, call the Director of Physical Plant. 
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7007 - MEMBERSHIPS 



!• Requests for memberships to be paid from appropriated 
funds from any departmental budget are to be routed to 
the President's Office for authorization and payment from 
the meniber^WplSiic^etrT^o^ purposes please 

_ indicate/tfie department whieh receives the primary benefit 
of the /member ship. ^ 

2. Requests for memberships to be paid from local funds 
^regardless of source (federal, student or private) shotild 
be requisitioned in the usual manner, but routed through " 
the President's Office for his information "and concurrence 
prior to payment, \ 8 

3. Requisitions for payment of memberships will not be ' 
honored by the Business Office until they have been reviewed 
and approved by the president. 



7008 - PURCHASING PROCEDURES 

1. The Purchasing Division of the State Department of Admin- 
istration is, by 6mv, responsible for purchasing goods and 
services for branches of state government, including 
Eastern Montana College. 

2. Purchasing Coordinator ^ 

a. The Purchasing Coordinator in the College Business 
Office is* the only official fiaison with the State 
Purchasing Division. 

i. All goods and services to be purchased by tj;ie 
College and its departments must be coordinated 
through the Purchasing Coordinator before such 
purchases -^e made. '"^ ^ 
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iL The Coordinator maintains catalogs and descriptive 
* literature to assist departments in selecting goods 

best suited fcjrr their needs. 

iii. On special projects that may involve specialized 

goods or seirvices, the Purchasing Coordinator mgy^ 
be able to help you locate what you need. 

b. Campus Store 

i. The Purchasing Coordinator maintains a supply of 
routine office supplies in the Campus Store in the 
basement of Cisel HaU. A list of items available 
may be obtained froiWme Coordinator, 

ii. Brands and supplies are continually changing, but 
the store contains a variety of standard products, 

iii. If you are not sure of the description of what you 
need^ please send a sample to stores with your 
order, 

3, Requisitions 

a. Requisitions are required to provide purchasing infor- 
mation on which to act Ipcally as well as at the state 
level, ' _ ^ 

b. Requisitions and Purchase Orders serve to protect the 
College and business firms from indiscriminate buying 
by unauthorized persons, provide financial control, 
identify staff members and departments requesting a 
purchase,^ effect economy in buying, and relieve faculty 
and staff members of the tedious and time-consuming 
functions of purchasing, 

c. Use of Requisitions 

i, A Requisition submitted to the Purchasing 

Coordinator is the first step in the purchase of 
any item. Instructions for routing requisitions 
are contained on the form, ^ 
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iU Goods or services desired must be described well 
enough to permit processing by persons xmfamiliax 
with them. Too many specific details are better 
than not enough. When applicable, the Requisition 
should iijclude the manufacturer' s name, the model 
number, size, color, quantity, etc. The catalogs 
^ and literature in the Coordinator's office can pro- 

vide specific descriptive information. 

iii. Since the College may receive a better pric6 by 
dbtauiing bids on many items, reasons for limita- 
tions as to quality, brand, etc. , should be indicated 
on the Requisition. Personal preference is not an 
adequate reason. 

4. Purchasing deadlines 

a. Normal purchases of goods and services should be * 
anticipated well in advance of their need. Minor items 
of relatively little value may, if necessary, be processed 
on a short-term basis. ' * 

b. Capital items should be ordered at least three months 
before they are needed. ^ 

c. Emergency situations may require immediate purchase 
of more expensive items. Such a purchase may be 
processed without delay if the requisition is accompanied 
by a letter justifying the emergency and explaining why 
the purchase was not anticipated and processed in the 
normal manner. 

d. The Purchasing Coordinatoi; should be given early notice 
of specialized orders so he may have the material when 
it is needed. 



e. 



The Business Office will issue a memorandum in April 
of each year advising fund controllers of the cut off 
date for purchases using current fiscal year funds. 



^. ' ■ 170 ' ' 

O - ; 

ERIC 



ppQe?ffeT^§: ft may dm§mft tfn^^ f^p"^- 

i, ■ pQfflfi J39 i§ F?piFg^J wHgfi M§ing mm kfi4§ m 
it, pqfm 199 i§ F§piF§§} wH§b teggi fm4§ gfg 

rq pay fqp goflrfS SWJ S§fVig§Sf 

. IT 

(I, The Bw^mpsa Qffie§ will mt i§m§ s eh^§i? feF 
dqpvimpnfptli 

a, Thf sale «f rilapppgl q( my §^ipmm ¥§s^i¥§§ appfmai 
oNhP Pupe.h8f3lng Division of th§ Btm D§p»mmmt 
of MmlnlHtrsiion, 

V 

b, n^ppjrtmeme r§qi4§9t©d to report to the gu§ifl§§^ p 
Offiae all lt§m3 of property, equtpment or ftjruteur^^ 

in excese of their needs. Excess Items will b§ given 
proper etorage. 

c, If an Item has saloe value wlthcnit use value to other 
departments, the department should confer with the 

BiktijieHfl Manageir as to the sales price and then sub- * ^ 
mlt for approval a proposal to sell the item. 

171 



ERIC 



(7008 - continued, pg. 5) 



d. Equipment to be traded in on the purchase of a-replace- 
ment should be specified on the Requisition for purchase. 

* ■ ' * 



7009 - REPRODUCTION OF WRITTEN COPY 

!• Machines Center ' , 

a/ The Machines Center provides limited printing services 
to aid faculty members and administrative offices of the 
College duplicate material for on-canipus circulatfon. 

b. Work to be duplicated must be presented to the Machines 
Center operator in finished form, typed in black on 
white paper. Copy miist be legible, correct and in ttie 
desired form to be duplicated. 

c. ' A Machines Center Requisition for Service must accompany 

air work to be duplicated. Forms are available from the 
Business Office. The Requisition for. Service xiiust be 
^ filled out by the originating departfnent fi/'ccording to 

instructions on the form. 

' d. Please indicate on the Requisition for Service a specifi,c 
date by which the project is needed. Except in extreme 
emergencies, work wil^be performed on a first-come, 
first -served basis. Sufficient lead time should be allowed 
so that the project will be completed by the time it is 
needed by the department. ^ 

e. ^ Projects of non-routine nature should be discussed well 
in advance with either the Machines Center supervisor 
or f he Purchasing Coordinator. Additional time will be 
needed to obtain special papers, inks, binding or other 
unusual items. 

L 

2.V Photo copying . 

a. The Business Office maintains photo copy centers in 
several location*^ • c^'^'^us. 

a 
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b. Each department has been issued a meter for the photo- 
copy machines which mUst be presented each time 
copying is requested. Work done for the department 
will be tabulated on the meter and periodically charged 
to the department. 

c. Fees are posted in each center for personal work 

. copied for the faculty, stiff members, students and 
others. 



/ 

• / 

/ 



7010 - SALES ON CAMPUS ' 

1. The sale of merchandise of any kind or publications or 
^ services on College property other than through the dining 

, halls, cafeteria, Student Union, or the Bookstore, is pro- 
hibited except upon written permission of the Business 
Manager or persons authorized by iiim to grant such 
peirmission. 

2. Textbooks, syllabi, manuals, outlines and other materials 
prescribed for use in various courses are subject to approval 
of the appropriate academic dean and are for sale only in the 
Bookstore of Eastern Montana College. 



7011. 1 - SECURITY AND SAFETY - STATEMENT OF POUCY 

1. Ordinary events occurrins^ on the campus which involve 
students or staff are to be treated by staff personnel within 
the established framework of College organization and 
policy. 

2. Facts relating to que'stionable circumstances or actions^ 
should be reported^^ through appropriate channels, to the 
College officer principally concerned. 
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3. Occasionally, events may occur in which the danger to life oj; 
property is so great that outside security forces such as city 
police must immediately be called in. The welfare of the 
College as well as of any individuals concerned requires that 
such resort to external forces be limited to situations in 
which a condition of emergency exists, 

4. Except for emergencies requiring extraordinary actions and 
in accord with the philosophy expressed in the preceding 
paragraphs, the foUowijig statements of College policy are 
in effect: 

a. No Eastern Montana College staff member or employee 
is authorized to contact or call in off -campus security 
forces such as city police except in emergencies or upon 
authorization of an administrator: The President, 
Business Manager, Director of Physical Plant, Chief of 
Security, or^ in cases where students appear to be 
involved, the Dean of Students. The President shall 

be informed immediately and preferably before the 
action is taken, 

i ' 

b. Papers, materials or items of any kind shall not be 
removed from academic or administrative offices and 
related spaces, except as authorized by the person or 
persons having custody of such materials. 

c. Search and seizure shall be made only as incidental 

to an arrest or with a warrant or with permission from 
^ the person iii charge of the area, or to eliminate a fire 
hazard, as authorized by federal law. 

d. These policies do not preclude routine activities of 
staff, including janitorial and security personnel, 
which take place within the establisiied framework of 
College policy and procedures. 
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7011,2 - SECURITY AND SAFETY - LAW ENFORCEMENT 



1. The College maintains a uniformed ninjt imder the supervision 
of the Director of Physical Plant to maintain the security of 
the lives and property on campus. The Security Office 
should be notified on all m^ftters in which laws are suspected 
to have been violated. ^ 

2. The Director of Physical Plant or his authorized representa- 
tive has absolute authority in the security of College property 
and is authorized and expected to: 

a. question individuals concerniilg their presence on 
College property, 

b. qyestion individuals present, on College property after 
hours. 

c. remove unauthorized individuals ff om buildings and 
other College property. 

. 3; Breaches of security 

a. Any breach of security involving a student will be turned . 
over to the Dean of Students for disciplinary^ action; or, 
in some pases, to the city police for prosecution. 

b. Any breach of security involving a faculty mefriber will 
be referred to the appropriate dean; or, in some cases, 
to the city police for prosecution. 
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7011. 3 - SECURITY AND SAFETY - FIRE 

1. If you discover a fire in a building on campus: 

a. sound the building fire alarm. 

b. call the city fire department. 

c. call the Security office. 
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2. Fire drills are conducted in all academic buildings pejriod- 
ically durjLng the year. 

3. If a fire alarm sounds, leave tlie building as quickly as 
possible. Instructions on proper routes for evacuation 
are posted in th^ buildings. Do Not Use Elevators* ., 
Walk! ^ 




7011. 4 SECURITY AND SAFETY - SMOKING- 

Smoking is prohibited in classrooms, laboratories, libraries, 
auditoriums and any other area where it would be against safe practice, 
such as the Physical Plant paint room and refueling areas. Smoking is 
allowed in offices, hallways, the Student Union Building, residence hall 
rooms and eating areas. a 



• 7011. 5 - SECURITY AND SAFETY ■ BUILDINGS 

1. Keys to buildings on campus are issued by the Director 

of Physical Plant upon completion of a standard form which 
requires approval by the divisional and/or departmental^^ 
chairman or the dean of the individual seeking key privi^ 
leges. 

2. Keys are for use only by the person for whdm they are 

/ requisitioned, and are not to be. loaned or given to anyone 

' else. Duplicate keys are to be made only by the Physical 
Plant upon proper authorization. - 

17G^ 
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3. Campus Security Officers have been instructed to open only 
the outside doors of a campus building and are NOT, without 

" written instructions through the Chief of Security, to open 
any inside* doors on a regular basis.- Jlesponsibility for 
unlocking and supervising areas inside a building rests with 
the building supervisor and related department headsr 

4. Since schedules may vary from quarter to quarter, a mem^ 
orandum should be submitted to the Chief of Security from 
building supervisors eaph quarter specifying when the build- 
ing is to be imlocjced and when it is to be locked. 

5. Following is a list of building supervisors: " 

dim Residence halls --Director of Housing. 

-b. Bookstore,' FdocJ Service, McMuUen Hair, Cisel 
Hall - -Business Manager. 

cv Science Hall --Dean, School of Liberal Arts. 

d. Education Building, Campus Elementary School, Special 
Education Building- -Dean, School of Education^ 

e. Library and Auditoriums, Audio-Visual Services Area-- 
Librarian/Director of Instructional Media* 

h Petro Theatre, Student Union Building, Residence 
Halls --Dean of Students.' 

g. Liberal Arts Building --Dean, School of Liberal Arts. 

h. Physical Education Building --Chairman, Health, Physical 
Education and Recreation* 

1. Physical Plant Shop, Greenhouse --Director of Physical 
Rant. ► 

j. • Campus Mail Center --Controller. 

k. Music Hall --Chairman, Dean, School of Liberal Arts. 

6. Lost building keys should be reported to the Campus Physical 
Plant Department office in t;he basement of McMullen HalL 
Keys found to buildinGrs or other property should be taken to 
that office. 

* , 177 - 
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7011.6 - SECORITY A ND SAFETY - TRAFFIC AND'pARKING ON CAMPUS ~ 

' * 



1. Traffic and parking regulations for the campus are' printed- 
in a brochure available from the Security Office. ^ 

2. Parking permits may purchased and fines paid at the 
Security Office in the basement of McMullen Hall. Permits 
are also available at the Vehicle I^egistration desk during 

" Registration each quarter. When the Security Office is 
closed, fines may be paid by dep)ositing them in ^ slot in 
the Business Office window on the first floor of McMullen 

'.Hall. 

>. 

3. Arrangemeots for special parking such as that for handi- 
capped persons can be made through the Security Office. 



7QiI. 7 - SECURITY AlSfP SAFETY - LOST AND FOUND 

1. . A Lost and Found is maintained in the Office of Information 
on the 'first floor of McMullen HaU. 



Found items should be ttfrnei^ into the Lost and Found or 
into th£ Security Department. ^ | 

Discovered items turned in at the nearest building for 
convenience should be delivered by building {Ipersonnel to 
the Lost and Found. 
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' 7012; ! -.-TRAVEL - GENERAL GUIDELINES ^ ' 

^ .'The State Department of Admmistratipn has issued the following 
guidelines for persons^ who-approve travel requests: 




1. Personal contact is often the most economical and practical 
method of achieving ^fective communication and associated 
objectiv-es, 

■ '^ . ■ : 

2. Attendance at conferences or meetings should, except in 
' unusual bircximstances, be limited to those persons 

) directly concerned with the topics under consideration, 

3. Ti^ansportation utilized is j:o be the most .economical in 
terms of direct cost to the State and the eniployee's time 
away. ^ * 

4. .Trips should be scheduled to avoid unnecessary back-, 
tracking and overlapping as much as possible. 



7012. 2 - TRAVEL - AUTHORIZATION 

' <^ ' ■ ■ ' 

\. All out-of-town business traveKr^equires approval before the 
trip is taken. Application must be made on a 'Travel 
Re.quisition'Vchanneled through the department head, dean 
and President for appr<?yaU 

> [ ' V ' -■ ■ 

2. Travel for which4he college will not be asked to^pay may 
require authorization if the individual will not Jbe able to 
fulfill his or her function on an assigned work day. 

^ 3. Administrators must file out-of-state travel applications 
. ' ^ ' * in the Office of the President. - 
^1 




7012.3 - TRAVEL - ME THODS OF TRAVEL 

^ ■ :■ " y 

* 1. CoiAm<|n Carrier 

al After authorization for a trip has been secured the staff 
member may borrow a transportation book from t±ie 
jw ^ appropriate dean which will permit the purchase, without 

^♦outlay of cash, of an airline, railroad or bus ticket 
^ through a local travel agency. • ' , ^ 

b. All ticket^ needed for the trip should be purchased at 
this time as the transportation book must be available 
to others aM may not be taken on the trip. 

* ■ ■ 

.c. Common carrier is the preferred method of travel for 
state employees going on trips. 
- / \ ' / 

2. Private Car \ ■ 

a, A staff member is expected to travel by train, airline 
(tourist class), or bus, ^ . 

. ' \ b. If a staff member prefers to lise liis own car, the fixed 
fare by common carrier will be allowed except in cases 
wh^re considerable time will be saved by use of the 
private car>> in w^ch case, reimbursement will not 
exceed iS>|:ents a mile. ^ ' 

c. ..State regulations require an'employee Using his personal,'^ 
^ car on state business tcj carry the mixiimum public liabil- 
ity insuranc^. The College autoniobile liability insurance 
does NOT cover private vehicles driven on College . ' ^ 
business. - ■ ^ , * ' ^ ^ - / 

d. So that trav^ funds may be used to the best advantage, 
Bjtaff memjbers are asked thlf if sevef a]^ persons attend 

. ^ the same meeting tfiey grange their Sdliedules so they 
can travel together. . ' 

3. State Vehicle . v ' ' . ^ " " - 

^ ' a. The College Phy?(|cal Plant Motor Pool maintains cars, 
' station wagons, trucks and suburbans for iflse by the ^ 
faculty and staff on College Business. 

I' ■ ■ ■ 180 
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b/ "Charges for'use of ^otor Pool vehicles will be made accord- 
iAg to. the following schedule: 



Item * 

Passenger Car 

Station Waggn 
• 

Suburban or 
TravelalT . 

«i • 

Pickup.' 
Panel or van • 
^ -ton truck 



Pistanc^ Basis 
, 14^ per^mile 
15^ per mile 



Time Basis 



$l/hour, or $5/day 
$l/hour, or $5/day 



18(^. per mile $l/hout, or $3/day 



16^ per mile. 
16^ per mite 
25^ per mile 



$l/hour, or ^5/day^ 
$l/hour/ot $5/day 
$l/hour, or $5/day 



ii. Rates cover all operating expenses, including repairs, 
except-parking ffees and overnigTit storage. ' 



Charges are made under the rate whigh gives the highejf total 



The fir^ $100 of repairing accfflental damages to the vehicle, 
including toAying <?ost, will be charged to the departni^st-to 
which thd Vehicle h^^J)een temporarily assigned. ^ ^ 

. College -owned vehicles used in the fifUings area must be 
<^ r^rned t-o Physical Plant storage pvernightjiinless other 
arrangements have been made in advance.^^ 



^ f. Requestl^ to use car's are to be made to the Motor Pool in 
' person or by telephoirej The earliest request for a car has 

^^preference. .This does not ijivalidate the requirement to 
process a tra^rcl auth,orizatiola through the appropriate ddan 



or fund controller to the President's Office. 

Formal memoranda^are not required, but any time a student 
is to be issued |l vehicle written authorization will be required 
from the staff^ember'in fcharge. " , • . 
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h. The person to whom the vehicle is issued is responsible 
for its general care and upkeep while he is using it. 

i. A state credit card is furnished with the car for 
the -purchase of gasoline and oil in the state of 
Montana. The person to whom the vehicle is issued 
will sign the delivery receipt for gasoline, oil and 
minor maintenance services at the time of purchase. 

ii. For out-of-state gasoline and oil purchases, oil 
company credit cardsjare furnisljed by the Physical 
Plant Department. Sufch credit cards are NOT to 
be used within the State of Montana. 

iii. If it is necessary to purchase a tire on a trip withiii' . 

the state, such purchase should be made from a tfre 
* * * * 

* distributor,, if possible. Purchase from a tire distri-*^ 

. ^ butor will normally entail less cost as a result of 'state- 
wide purchase agr-eements.arrived at each year with 
all major tire distributors. 

i. A Vehicle Requisition and Trip Ticlcet is issued for each 
trip by the Motor Pool. The ticket is to be filled out as 
indicated and returhed with all credit cards immediately 
upon completion of each trip, along with all credit card 

J,. sales tickets. If a trip is completed after hour-s, the 
- credit (?ards, sales.tickets, Vehicle Requisition and Trip 
Tickef an5 keys should be left in the letter drop in the 
-door to the Physical Plant office adjacent to Rimrock HalU 
The vehicle should be left in the area designated by the 
Phytfiical Plant. 

j. . r Staff members are cautioned that state vehicles are to be 
• used for state business only. 

k. Accidents with a state car ^ ' 

i. Any accident in which an Eastern Montana: College 
State Vehfclg is involved must be reported in tripli- 
cate to theController of the/ College 'within forty -eight 
(48) hours. Forms are provided in-the glove com- 
partment of each vehicle. 



/ 
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ii. If the accident occurs within the limit's of a city, 
city police must be notified. Any accident'outside 
of a city in whicb there is a personal injury, or 
more than $100 damage must be reported to the 
State Highway Patrol. A written report must be 
filed with the State Highway Patrol within ten 
(10) days of any accident in which there is more 
than $:?50 damage to one yehicle or a person is 
injured, / 

iii. No representative of the College should assumi 
liability or authorize repairs to 4amagfed property. 

J- 

iv. The State Board of Examiners has asked that 
persons driving State -owned vehicles do NOT give 
written signed statements on ^accident cases other 
than to representatives of our insulrance company 
or to State officials or police officers. The names 
of 'our insurance company representatives, are to 
be found in the cars. - < 

4. Insurance Coverage of State -owned automobiles 

a. Public Liability insurance of the College may extend to . 
^ payment of sums .within the limits indicated below which 

the College shall become legally obligated to pay as 
damages because of bodily injury and injury to or 
destruction of pj'operty caused by accident ^^md arising 
0Ut of the ownership, maintenance or use of the automo- 
bile, whether or not the driver ia an employee, and 
irrespective of the nature of business for which the 
automobile is used, provided that it Is operated with 
the permission of the College. This insurance does not 
extend to employees of the College covered by Industrial 
Accident Insurance, or to property of the College. 

b. The limits of*fiability of the State policies on- State 
automofiiles is $100,000 (one accident); $50,000 (one 
person) for bodily injury; $1,000 (one person)* for 
medical paxjnents; and $5, 000 for property damage. 
Occupants, not employees, of automobiles are covered 
only for damages for which the College* is legally obli- v 
gated; that- is, where negligence of the College is proved. { 
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6. Members of the staff responsible for students riding in 
College automobiles are required, in coraipliance with' 
action \)f the State Board of Examiners^to requisition 
trip iij5ur^cei to be paid. from the particular activity 
concerned and/ or departmental budget allotments. 
Private cars on which the College pays mileage must^ 
be adequately covered by automobile insurance. .. 

d. The State carried fire insurance, on all state -owned 
automobiles. 

e. Eastern Ntontana College has been advised by the 

. legal firm of .Anderson, Synmies, Forbes, Peete & 
Brown, which has been retained by Eastern-Montana 
College, of its opinion on the extent of bodily injury 
and property damage insurance coverage afforded to 
faculty and employees of Eastern Montana College 
under the terms of the State insurance policy cover- 
ing automotive vehicles: • 

The policy that the State of Montana ca^^ries 
affords complete protection for the State -owned 
vehicles but does NOT provide protection for 
•faculty and employees who use their personal 
car to conduct busineiss for Eastern Montana 
College and are reimbursed for this use on a 
mileage basis. 
— Those who use their personal automobile to con- 
duct business for -Eastern Montana College should 
consult either with their attorney or their insurance 
agent and review thejimits of property damage, ^ 
bodily injury and personal liability insur^ce. For 
very little additional premium, individuals can 
increase their policy to maximujn aniounts for 
personal liability and property damage to afford 
them more complete protection should the need 

arise. ^ -j n • 

lo4t 
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7012>4 - TRAVEL - REIMBURSEMENT OF EXPENSES 



J. Travel expenses of State employees may be paid by credit 
card, out-of-pocket caslx, travel advances or a combination 
of these. . 

a. In all cases an employee must complete Form DArlOl, 
Travel Expense Voucher, to document times, places 
and nature of travel and to document allowable reim- 

, ^ bursements. 

b. When per diem rates are claimed, receipts as required 
by the College are to be attached to the College copy of 
the Travel Expense Voucher. 

2. Transportation expenses 

a. Employees shall be-^eimbursed for reasonab\e and 
necessary expenses incurred in getting to and from 
those places involved in College business. 

b. The State's policy^rfsffiat the least expensive mode 
of transportation%vailable will be used considering 
both State time and actual costs. 

i. Common carrier tickets c£|.n be pnirchased from a 
travel agency with a transportation book borrowed 

i ^ from the appropriate dean. 

ii. Cars from the College Motor Pool will be' charged 
to the user's department at the rates listed. 

iii. Reimbursement f 02^ use of person5|.l cars will be 
at the fate of 9 cents ai^ile or the "^ir travel 
equivalent, "whichever is less. Reimbursement, 
at 1-2 cents a mile will be made only when state 
vehicles are not available and written approval 
has been obtained prior to departure documenting 
that a state vehicle is not available or that.travel 
in a state vehiclejs not "in the best interest of 

" the state. " ' 
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Per diem 



a. Per diem is a lump aum allowance provided to cover 
travel costs above transportation and allowable miscel- 
laneous expenses. 

b. Per diem is paid when an employee is in a travel 
status for more than fhree hours. Thereafter, the 
allowance is based upon whether the employee was in 
a travel status for more or less than 24 houi^s. ' The 
allowance for trips of 24 hours or less is computed by 
6 -hour increments or fractions thereof based on lapsed 
timie. • ' 

c. \ If' travel occurs only between 7 a. m. and 6 p. m. and 

the employee's normal work day is between 8 a. m. 
and 5 p. m. , the per diem ailawance will be only for / 
a "noon" meal allowance of $2. 

d. * The allowance for trips of more than 24 hours is com- 

puted on a "clock quarters" method. The allowance is 
dependent upbn Which quarter of the 24 hours departure 
and return times falL Different allowances are pro- • 
vided'for in -state, out-of-state travel and trips to 
- Washington, D. 



^. Departure and jfeturn times are normally considered 
to.be when an employee leaver from and returns to 

; • the College, unl^si" he leaves directly from tiis home> 
or returns directly to-^it/ in which case, that will be 
: the time used. 

4. Allowances. ■ ' 

a. If travel starts and ends witiiln one hour of the* ; ^ 
\ employee* s„normal working shift,, the, allowance' ^ 
wili depend tlpon what would normally be the malii^ 
meal d?iring^t:hat period up to $1. 50 for breakfast, 
> . $2. 00 for lunch, %3/5t) for dinner. ■ . \ - ./ . t 

. :> . ^V. ^ . 

J^. the travel is less than 24 hours and longer than ^ ; 
that mentioned in a, the allowahce will be $4. 00 for 
aach,6 hours or fraction thereof ii^-state*, $6.' 25 iDut- 
of -state, $7/5Q in Washington, D. C. ^ \' 
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c. I£j.the travel is for more than 24 hours the allowance will 
be $16. 00 a day for full days and $4. 00 for each\ add/tionaj 
quarter in-state; $25. 00 and $6. 25 out -of -state; and $30.00 
and $7. 50 in Washington, D.C. _ . 

' ■ . < . .. • 

d. When traveling by air, out-of-state travel will b^gin at 

departure time when ti:avel is'not interrupted by in-gtate 
business stops. ^ 

ei If the destination by air is Washington, D. C. , and the 
pipriod of travel is not interri^jted business before 
arrival in Washington, D.C. , the special Washington, D. cl 
per diem rate will-begin with departure from the airport 
in Montana. « , \ <f ^ 

I • •■ \ ' - 

f. Wjien traveling by ground 'transport, in -state per diem, 
rate a apply tnrough^the quarter of.thejday when the 
employee crosses into a neighboring state; out-of-state 
rates apply through jhe quarter when ;Ln iilcomiiig employee 
crosses into the state. , 



Miscellaneous Expenses 

. . " ■ 

a. Miscellaneous expenses include necessary workiiig 
supplies purcha^d on an ^mergeflcy basis, taxi fares, 
business telephone call^; etc.' .They do NOT include \\ 
items fiifch as tax^s paid on me^^ls or lodging and tips. 

b. Each miscellaaeou6'.expehse claimed must be explained - 
in detail. ^TTie approving supervisor is responsible to' « 

• determine validity of the miscellaneous expenses" 
' claimed. 'Receipts should be required to support each * 
item of mtscellaneous expense exceeding $10. 00. 

Travel Expense Voucher 

a. Travel Expense Vouchers^ and detailed instructions far 
preparing, them can be^btained from the Business 

• Office". / . ' ' \ ^ 

b. .^ Please type the voucher and submit three copies to^e 

Bu^siness Offfce along with a Fojrm f30. Requisition, if 
lil;ie eicpense is' to be paid, from .state fujids, 0X 'Si Rorm' 
IVO, Reqijjsst for Check,, if payment is toijbef fronl 
' Local Fuads. / " • v. 
■ ^ ^ * ' . V . 
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c. Record your complete name and mailing address and 
sign it with the same form of your name. 

d. Put in the month for which the voucher is being com- 
pleted, your'department and department number and 
E. M. C. as headquarters. 

e. The voucher contains spaces in which to indicate the 
nature and date of each trip,' time pf departure and 
return, a description of the trip, mode of travel, and 
columns in which to list transportation, per diem, and 
miscellaneous expenses paid with the employee's per- 
sonal funds which are entitled to reimbursement and 
not provided for in mileage or per diem. 

fi Receipts are to be obtained for transportation tickets, 
registration fees, etc. , and attached to the voucher. 
Small amounts may be fumped by day. 

g. The voucher must be signed by the employee who 

incurred the expense arid approved by his supervisor. 

hi Each travel expense voucher*will be reviewed by the 
Business Office staff, necessary corrections made 
and payment prepared. * 

i. A copy of the Tr-avel Expense Voucher will accompany 
the check tp the employee. 



7012. 5 - TRAVEL - ADVANCE PRYMENTS , • - 

1 -i. Advances will be made for travel when reimbursement 
V ' for^expenses will be paid by funds held by. the College. 
' * No advances for expenses will be made when reimbiArse- 
nxent will be made by third parties. ^ 1i 
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7012. 5 - continued, pg, 2) 
h 

$ 

2. For out-of-stat^ travel, advances will be made for per 
diem. The College provides a travel book for the pro- 
curement of transportation tickets from local travel 
agents, so that an individual will not be required to use 
his own funds. For in -state travel, advances will be 
niade for per diem and for the travel in cases where the 
individual is using his personal car. 

3. The amdimt to be advanced must not exceed the amount 
indicated on the individual's travel request as the estim- 
ated cost of the trav^L 

4. To procure an advance, the individual presents his copy 
of the approved travel request to the Business Office no 
less than five days before the date the individual desires 
to receive the advance travel allowance. 

5. Upon completion of a trip and* after submission of a 
^Travel Expense Voudjgr, a check in payment for 
travel expense will be d^iveted to the Business Office. 
The claim^ant must pick up th,Q check from the Business 
Office, at which time reimbursement of advance travel 
money must be made. • 



7012:6 TRAVEE -^EXPENSES FOR CANDIDATES 

1. Approval to bring candidates for faculty positions to 
the campus at College expense must be obtained from 
the President or Academic Vice President prior to the 

- visit. 

- ^ 2. When approval for candidates' travel is given, the 

. College will ordinlgrily make reimbursement on an actual 
Cost basis. * 
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7012> 7 - TRAVEL - REIMBURSEMENT FOR STUDENT RELATED 
ACTIVITIES ^ 

1. . ^Faculty-staff members accompanying students on authorized 

curricular or extra-curricular trips sponsored by depart - 
jrnepts or divisions of the College have their travel and per 
diem SxpensQs paid for such trips from regular operating 
' funrfs of the College department or division. 

2. ' Faculty -staff members accompanying students on authorized 

extra -curriculai^ trips sponsored by a student activity Or 
student organization, have their travel and per diem expense 
paid for such trips from funds of that student activity or 
orgaiAation. 

3. Faculty -staff members. who attend state, rj^ional or 
national meetings or contentions as authorized representa- 
tives o^ delegates for a student activity or student organization' 
have their travel and per diem expenses paid for such trips 
from fundaof that student activity of organization. 
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PLEASE REP LACE THESE PAG ES.,FOR YOUR FACULTY AND STAFF HANDBO OK 

NOTE: You will note some pages need to be replaced, nof for change in 
content, but due to the necessity to keep pages in*correct Order. 
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Index - pp. 1, 2, 3," 4, and 7 



■P. 



CHANGE: Addition 3017. ; and .6003 ; Revisions 1001, 2007. 2027, 3008, 3017; 

, 3020 and 4004. 14 ' ' 

Chart of Administration 1001 > 

< ' ■ 

^CHANGE: .Administrative Structure v ' 

2007 - pp. 2, 3, 4; 2008 - p. 2 .... 

I . ■ 

CHANGE: ^ 2007 - ResponsibiUties. of Department Heads ^ . ' 
REASON: Change in Administrative Structure** * 

2025, 2026, 2027 - pp. 2. 3; 2040 - p. 2 , - ^ 

^ChlANGE: 2027 - ResponsibiUties of the Coordiiiator of Student Teaching . 
REASON: Teacher Education Committee Minikes ^iovember 7, 1974 

31)06 - p. 2; 3Q07 - p. 2; 3008 - p. 2 ' ' ' " ' : . y. 

CHANGE: ' 3008 - Committee on Computer Utilizahon .' • • 

• REASON: Academic Council Minutes 1^5/74 . '' ' 

3017 -pp. 2, 3, 4, 5,^; 3017. 1; 3018, 30l9, 3020 " * " 



CHANGE: 3017 - p. 3 - V.^- Composition and Functions of Rank and Tqnure 

Committee-- Associate Professor sr. I. Earned doctorate ■ ' 
REASON: Faculty Meeting - March 13, 1975*' 
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Handbook Revisions 
Page Two • 
August 1975 



7. 



8. 



(Aintlnued) 
CHANGE: 

REASON: 

CHANGE: 

REASON: 

CHANGE: 



3017 -- p. 4 - 1 . Professional growth and development - 3rd 
sentence - 'Publications' by the candldat^ . . . , ' 

Complete ^ntence Jeft out in original page. 



3017.1 - Determining Yeafs^of College Teaching or Equivalent. 
(Addition) . - 

Facility Meeting - March 14, 1974 ' 



2020- Change in'reach^ Education Committee Composition 
and Function . • • ■» 



REASON: Academic Council Minutes 12/13/74 
4004.14, p2; .400^.15; 4004'.16 ■"• " ■ •• 

CHANGE: 4004.14 -. Factdty- Etnployment After Age Sixty-Five 
REASON: 



Section 9 (a) of the Board of Ke'gents of Higher Education Rules 
for Tenure and Termination ~ *. 



6002.8; 6Q03 



QHANGE: 6003 - Employment of Relatives '(Addition) 



'REASON: 



'W eekly Bulletin- . Noijijber 683 - September ?3, 1974 - page 2 - 
Tami Krueger - Coordinator', Affirmativd Action 
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